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In 1969, st eMents of policies and procedures affecting the indi-

4ffi

vidual faculty me ber at The University of Tennessee at'Martin'.yere
,compiled .for the firs, into a faculty handbook designed. articularly
for use on the Ma n campus. During the.sutmer of 1970, the first

_editidn Of the handbook /was revided.HA second revision was completed
with-the-Assistance of/the Academic Senate and an ad hoc ezamittee of
the Senate in" the spring of 1974. This revision was approved by the
Board of Trustees on June 20-19140 It is presented with the hope that
it will be useful to all membersof the. family.

The statements in this handbook are based upon legislative acts'
of,the State of Tennessee, directives issued by the Board of. Trustees,.
faculty enactments, and administrative policies and.procedures con-..

scientious attempt has been made td make the inforMation in this band-
book as nearly accurate as possible. floWever,'legislation, policy.
statements, and procedural directiires have,in some cases been:para-
phrased and abbreViated.- Formore:detailed information, the reader is
urged to check with appropriate sources. °

Althoughthisedition.ofrthe handbook contains significant revi-
sions, other revisions will undoUbtedly need to be made from time to
time. Consequently, any suggestions for improvement will be appreci-
ated: .- . ,/'

FOREWORD
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CHAPTER I

THE UNIVERSITY

HistotiT,

,Chtonological Background

Hall-Moody Institute - 1900
Hall$41Oody Normal School 1917
Hall-Moody idnior College - 1921
The University of Tennessee Jun Colle - 1927
The.UniverSitY of Tenne -:- artin Branch 1951
The-Uoiversity of Ten essee at Martin - 1967

Role in a Univerdity SyStek

Th UniversityOf Tenne
Univerbity of Tennessee syst
funct on are similar to those
and ublicservice But in to
ca pus is primarily an instructi
accepts significant responsibilit

ee at Martin Is a primary campus of The
. In:broad reference, its,tole and
f the University: instruction, research,'

of emphasis and focuil, the Martin:
nal unit. However.; it recognizes and

s for research and public service.

As d unit of"The UniVersity of Tennessee system, the Martin campus
reflects the-solid traditions of excellence that have made the total
Univereity, famous, throughouttheWorld as a center of instruction,
research; and public service. The Martin campus places special emphasis
on 'excellence in undergraduate education.

The University of-Tennessee, building on its distinguished past;
anticipates a dynamic future. The University of Tennessee at 'Martin
an integral part of the Universitysystem, shares this great tradition
and high expectation' for the future

Academic Programs

The University ofjennessee at Martin provides superior qua y

UndergradUate instruction in a' wide taiiKof disciplines to ents

dram froAroad areas of the State. At lfteSent, The Uni sity of

Tenne atllartin offers-programs of study leading the bachelor's

degtee in approximately 50 specialized fields.. four -year Agree
programs are'ofered through the Schools of A cuiture-,--Business

ministration, EOUt-a__on, Home Economical,.ap Liberal Arts, and the
r

1



independent Department of Engineering :and Engineering Technology; UTM

also offers the first two years of Engineering in,11.m4jorZurricUla,-
12 pre -'professional programs through th0 Sctiools of, Agriculture'and
Liberal Arts,, and an associate of arts .degree program in. Nursing.,

In addition to the.aboye degree programs, UTM offers. two master's
degree programs. One of these isin Home Economics; the other_is in
Education, with majors in curriculum and instruction, educational psy-
chology and guidance; and educational adtinistration and supervisloa.

. .

Phy'sica'l Facilities

t

The physical plant of The University of Tennessee at Martin -- its
wand, buildings, and equipment -- has a value estimated in 1973 at

.SJ,\33;000,000. A total'of 26-major buildings, over '900 acres of land,
er 158,000 library books and periodicals, and various items of

urniture and equipment constitute the physical plant. The 700-acre
farm which adjoins-the 225=acre campus is A research unit of The!Uni-
varsity of Tennessee Agricultural Experiment Station.



ORGANIZATION AND:GOVERNANCE

Govetnance Of. The- UniV aitrof7T-atin-egasa-

Provisions for Governance

The governance of the Universit
ViOions and by7laws. The charter p
sent the legisiatiVe acts relating

_o_f:-The University of.; 7e

s'ee Code Annota ed,
isions/of the Trustees

f TrUs ees

structu
from
/pol

enn

The g,o7ernang body of the University is a Board of Trustees. con,-
sisting of:/the'following persons: The Governor of the,tate,,the CoM-
missioder of/Rducation,,,the CoMmissioner orAgricultuie, theExecutive
Director of the-- Tennessee Higher Educatidn-ComMlasion (as e non - voting;.
.member), and the President of.theUniversity, all of whom are ex officio
members; oneTrustee representing each Congtessional District of the State;
two ustees representing Knox County, two representing County,

4 ,

one representing Andergon,,Bedfod, Coffee, Franklin, Lintoln, Moore;
and a ren Counties.. At least one-memhet.must se a woman and,effective

1974, a student. meMber was added to t e Board of Trustees. The k

styua nt member is appointed by the GovernOr an' serves for-'a term of
(year; these annual appointMents are totat -. among the five campuses
the UniVersity in the following order; oxville, Martin Chattanooga,'

emphis (Health Sciences Center), and Nas At least:one-third of
the appointive members must be members the ',principal minority politi-
cal party in the state; and at least 6ne thir&Must be'ilumni of. The
UniVersity-of Tennessee.

is,provided for by- charter pro-
nvi ions, for the-most part, repre-
spe fically to'the organi4ation'and

ngss 0.!,The by -laws vere,develOped
Of i al "Code of.lennessee apd from

The Board of trustee6 whic is the tovern ng body of The Univetpity
4\

, -/

df
i

Tennessee, has full and cotplet cOntrol over its organization, oa , __v
administtation,jas well as its cons ituent parts and ita inano
affaita. (The' tesponsibilities-of t e pard at as.follii4 '

1. Io/ establishpoliciesk cont011ing the :!,ao eo eecational'%
opportuhztiea to be offered by,,the niyerglty.a ais._,*40':es deter-
miningat. opetation/in genetal; however/the lan g. s ''_40-xelopment

of cutticuld is the'function of the faculties



2. To. have full authority, to.determine andvcontrol the activities
and.policies-of all organizations'and activities'that bear, or that may I

be Carried under, the name of the. University;
' .

3. Not to undertake to directAatters of Odministration ox
74'executive action except throUgh '.the 'President; and

4. To control thq;election, appointment awl removal of all-officers,
..lbfeculty,lod employees of;, the University and the fixing of their ebmpen-
sation,' At its annual meeting, theBoard elects and fi es'the compen-
,sation of4the President and of ,all other executive and dministrative

.

offiters and the, members of aid faculties; and fixes t compensation of

all other-eMployeet as it may deem necessary for the:p oper operatibn
and management of thepniversity. All such elections shall be-foryne
year,or during theTleasure of the Board. Appointments forspecial.
purposes for- a lesser period may be made.

Responsibilities f the Presidente
....N.

40
-

,

,,, . 4 1

the President is the ehmef.executiiie'officer of TheUniveisity,of
Tennessee. He .exercises complete executive authority direr the institu-

*

tions comprising The pniversity_of Tennessee,:stibject to, the direction
''' '. 0

, 'e
acid Contrc4,0 of the Board-*of Trustees ,'

, .
.0 .

The lPresident is .the primary spokesma for Theopniversity of

TennesSee to the alumni of the institutio , the'news media,-the educe-.
tional World, 'and-the general public. . He initiates and aaminitters

*
University4bliciea, speaks for the University as its official headr_l___-
and coordinates all activities of eaCh campus of, the institution directly
or `through Ris designated representatives.

. ,
.

The..,President formUlates the educational and administrative policies
..

of The University of-Tennessee and performs all duties, prescribed by:the
, .

.

Board of Trustees.

The President makesmominations,for all personnel apOdfitments and
all recommendations for promotions, salarieg, trantfetsauspentitons,
and dismissals of adminittrative,-aeademie,_and: non-aeadeMicstaff 7

llembers of the instItutions comprising The University ofiftp6sseg../

The President is the leader andscOordinator of all institutions Of '..
Theltiversity.of Tennessee anctpromotes the geneial.welfare and develop-,,.
ment of the University, in its 'several pert6 and as a.Whole.- Thefacultiea,p
,staffs, or students. erany rAMber.thereof have the right of appeal fr m
atehaneellbr.ta.the President. The Channel fOrnfficial.comtUnicatt ons.
between the President and theisevetal institutions i

4
t isall matters

through the Chancellors: .
,

The4yresident establishes, an administrative oiganization to execute

policies of The University of Tennessee.. In the execution of his duties
and retponsibilitief, the President may delegate to subordinate officers
portions of his duties, but this action shall not 7redgee'the,President's
respontibility. -

6
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The Campuses:of the University

The instructional programs of, the UniVersityare conducted-dhlefly
on five primary campuses, located at Chattanooga, Knoxvillei'Martiri, .

Memphis, and Nashville. The offices of the ;f and-other; officials

of the University,,system are located at Knoxville.

- Governance of The University of Tennessee at Martin,.

Responsibilities of the Chancellor

The Chancellor is the chief administrativeofficer of the campus.
Re-is fully esponsible for the administration and management of the campus
,subject to_ the gene-ral supervisioriof-the President and coordinate rela=

_ tionships with the Vice Presidents: The Chancellor directs instructional,
research, servicestudent,.-development, financeand business, and athletic
'programs on the campus withiwgeneral policies estahlished:bythe President
and theRoard of,Truatees, He recommends to the President the appointment.
of persorinel-bri campus. He recommends major policy and*OperationaI changes
in the;_areas of 'academic affairs, student affairs, bnsiness and finance,
and develapMent to the President for review and consideration prior to
enactment.

Administrative Organization
-t

Chart I attached to'this chapter shows the general administrative
organization of The University of Tennessee at Martin, RecaMmendations

regarding employment of new faculty, promotion, tenure, salariei9 retention
or non-reappointment of non-tenured facility:budgets, travel, authorizations

and tall other responsibilities defied by or assigned to the Chancellor
are transmitted to that office alon the administrative lines indicated
-in this chart.

Administrative Committees

Them- are a number,o campus-wide committees. Certain standing W
cpmmittees are appointed by thleChancellor with the advice of a Committee
pn AdministrAtiVe Committees. Certain committees are appointed in accord-

ance with guidelines- set up 131 action, of the Board of Truatees. Ad hoc.
Committees may be appointed from time to time in response to specific
needs. 'The Academic Senat also has a number of standing committees. The
following is a list of admin trative committees as of 1974; a list of
Senate"committees will appear a later section.

Athletics Board
Bookstore Committee
Campus'Speaket Committee .

Careers and Placement Commit
Communitp,,Campds Cooperation' Co ittee

%.

GompUfer Services CoMmittee
Employee Relations Board, Council, nd Committee's

Faculty, Committee on Administrative omm1ttees

16
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FacuityStudent Disciplinary Boatd
Food Services Committee
Graduate Council
HoUsing Committee
Hannan Relations-Committee
Military Affairs Committee
Organizations Aoard
Physical Planning Cothmittee
Publications Committee
Public Service Committee
Registration Committee
Rdsearch Committee
ROaidency Appeals Committee
Safety Committee
Sdholarship and Financial Aids Committee,

7

S6Idett Recruitment Committee
Ttaffic and Parking Authority
Ttaffic Appeals:Board

'University Uentee Board
UniversityCouncil
University Voluttary-ServiceBureaU Committee,
Women's. Rights and Roles:. Committee

Annual keetin

FaCultY Governance

_The facul4 n Oholds a annual meeting at: the beginning of fall

quarter each Other 'meetings may be called if sufficient dethand

exists.

Academic Senate

-The faculty delegates to a representative body, called the- cade 10,

Senate, the transacting of most of its busitess. ahis:body, es curre ly

constituted, was appkoved by the Board of Trusteee on ,June 15,. lin. Ttre

authorizing resolution is as follows:

"WHEREAS he'Faculty of The University of Tennessee at Martin
exercised through faculty meetings apl. committees certain functipns
to the deyelopmett ofthe eaucationak policies of the University;

has
elaterd

. r "WHEREAS theSe functions can be more effectively performed through a
smaller

9

more formally organiied group.than'the Faculty as a whole; and

"WHEREAS a nded exists l'or more effective channels through Whicilthe,
Administration may ,seek the counsel and judgmat of the Faculty about
matters df concern:to the University;

"IDIS THE, FORE RESOLVED that an Academic Senate of The University
of Tennessee at M ran be organized, Subject to the following stipulations:

t7



"(1) Thai the Senate operate in accordance with the Bylaws which

are hereby approved; ,

"(2) That the Senate include authorized administrative officers of

The University) of Tennessee at Martin and of its various academic divisions;

"(3) That the Senate include elected representatives from each ace-
,

demic division, to be elected in such numbers and by such means as are.set

forth in the Bylaws;.

"(4) That the Senate shall consider policiee affecting the acadeigic

,activities of the institution, faculty welfare, academic administrative re-
'lationships and procedur s, scholarship, curriculum development, awarding
of degrees, and'such,ot er matters as may maintain and promote the best

,

academic interests of t e institution. The Senate shall recommend to the
Chancellor the establi hment of new policies or changes in existing policies;

"(5) That the elected Chairman of the Academic Senate shall preside
over allmeetings, provided that in the absence of the Chairman the Vice-

Chairman shall serve. as Chairman; .

"(6) That the Senate shall elect annually an Agenda C.muittee which

shall make nominations for elective members of such-education.1 ommiftees

as the ByilaWs may provide and such other committees as the"Senat may

authorize; and that following such nominations the Senate shall 'tect'such

committees;.

"(7) Tht the Senate shall have advisory functions either
or through its committees, administratiVe matte s being exressl
to the Chancellor of the Martin campus and th Pr ident of the

as delegated by the Board'of Trustees;

"(8) That a copy of this resolution be appended to the B
be Considered a part of the constituelhg document of the Academ
of The University of Tennessee at Martin. ,

Areport of,the actions of the Academic Senate is given t
faculty-at the annual faculty meeting each year. For the detai

corgadization.and operation of the Academic Senate, reference is

the of the Academic,Senate; copies of which are kept o

e Office -of Academic Affairs.

ademic Senate Committees

,

The Academic Senate has a number
c

of standing.committees and ad

oa commit es may be appointed as need arises. The standing committees

are as f 'cws:

in itself
reserved,

niversity,

laws, and
c Senate

the
s of
made to
Mein

Agenda Committee (acts also as a nominating committee)
..

tr

Camarktt on Admission, Retention, and Advanced Standing
Copiaittee n Instruction . /.

,;

Committee nCurricdia
Committee n Degrees
Committee n Economic Concerns and Faculty Benefits\

Committee o Promotion and Tenure



CHAPTER III

FACULTY PERSONNEL POLICIES

.Academic Freedom, Responsibility, and Tenure

Statement of Principles)

A healthy tradition of freedom and tenure is essential to the proper

functioning of a- University. At the same time, membership in A. society
of scholars enjOins'upon a faculty member certain obligations to his col-
leagues; to the .University, and to the State which guaranteethis freedom,.

1. The "primary-responsibility of the faculty member is. to use thg

'freedom of his Office in an honest, courageous, And persistent effort to
.

search out andOmMunicate the truth that lies in the area of hie
petencep-

2. The faculty member is entitled to full f edom in research and

n publication of-the resultS, subject to the ad vete performance of"his

they academic duties, but activities undertak for pecuniary-gain either
within or beyond the 'scope of his employment should be based upon an
u derstanding with the University administ ation.-

3. :A faculty,member should main ain a high level of personal integ-
.

ri y and profeSsional cOmpetence; as demonstrated in-teachi+ani research.
Thse qualifications should be interpreted in terms of accgOted principles

and standards of the:profession: Fregdom.does note exempt ajaculty 'mem-
ber from an evaluation by his colleagues of his qualifications for con-
tinue ip iv their society.

0

4. ,A faculty member is entitled to freedom 'in the clhssroom in dis-
cuasing his subject, but the faculty member should. use ca
his personal views in the classroom and should be careful
duce into his teaching any, controversial matter which has
the Subject taught, and especially 'matters in which he h
petence or training and in which, therefore, his views
authority accorded his professional statements.

5. A faculty Member should recognize that the ri
freedom is enjoyed by;atl members of the academic commu
be prepared at all t
to

in expressing
gotti to,intro-

A'
o relation to
no special com-

p nnot c'laim the

t of academic A
ty, 'He should

mea'to support actively, the right bf the individu al

freedom of research and communication as defined herein.
0 ; 4

See the statement, "Principles Governihg Freedom, ResponsibiLity,
A

and Tenure, I, adopted by the Board of Trustees on November 4, 1955, and,,,./.

endorsed as amended on June 17, 1971.
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6. In addition' to the normal responsibilities of a citizen of the
state and nation, incldding his duty to uphold their constitutions and ,

obey their laws, a faculty member also owes" an immediate loyalty to his
colleagues and his institution. He should cooperate fully in maintain-
ing a wholesome atmosphere of mutual respect and confidence. He should
conduct himself in keeping with customs; traditions, and usages of the
community and of those with whom he is associated in his professional
work

,
7. When, as a citizens he,speaks outside the classroom or writes

for publication, he should be free, as a citizen, td express his opin-
ions, but he should remember that the pUblic tay judge his profession
and his institution by his conduct and utterances. Hence, he should at
all times conduct himself in a courteous manner and respect the Customs
and traditions of the institution and the community. He should be accurate,
should exercise appropriate restraint, should show respect for the opin-
ions of others, and should make every effort to indicate that he speaks
for himself and not for his institution.

Responsiiiility of:the Administration

1. Administrative officers should ctively foster within the Uni-
versity a. climate favorable to freedom of teaching andNTesearch.

//:
2. It it the duty of the administration Co:remove from the faculty

any member who has beerif und, through proper ocedures, seriously
aerelict in his responsibi es as a member Of the :demic community.

Tenure Policy4

After the expiration a probe , SO. ry periy#, to chers or investi-

gators,shohld haN perms nt or cont uous tenu ' , d their services .

should be terminaeed on y for adequa e cause,-ex, ept in the-case of re.-
cireent for age, or u,der'extraordinary qitcumsta des because of boh7a4
fide.financial necessi ies of the University. The 1?.e,4'se termsbandcon-
ditions of-every appointment should-be statedin writin slid be in posses-

sion of:both institution and teacher before the appointor nt is consumated.

3-

, .

Beginning with appointment to the rank* full me Instructor or a
higher rank, the probationary peripd should not exceed seven years, includ-
ing within this periodltio'moie than three years of "full -time service. in all
other institutions of hillier education. When after a term of service of
three or more'years in other indtitut- fis of higher education, a teacher is
called to this institution it will be ag eed in writing that his new appoint=
ment is for a probationary period of not ore than kout,years. in some

cases the person's total Probationary period in the academic professio
will, thereby be extended beyond the,normal maximum ofseyen years. /Notice

should be 'given at le one year pric4 to the expiration of the p obation-
°ary period if the acher is not to be continued in service afEe the ex-

/
//

',-
1The University of Tennessee Charter of 1807 specifies that all per-

sonnel are legally on one-year appointments renewable each year. In

practice the University follows the policies set fort )41-the sections above.

20,



d. During the probationary period a te
responsibility that all other members o

adMinistration may:for grave cause" suspend an accused facult
pending immediate investigation and speedy hearing. In-any pas

usPension the accused facUlty member should suffer no loss of sala y
nless through due process, as described below, he,is adjudged guilty/and
his appointment is terminated, in which event the committee, subject to the
approval of the Board of Trustees, will determine the date of termination.

Adminietrative Policies and Prdeedures Relative to Tenure

1. All initial appointments shall be without tenure. Ordinarily,
tenurelwill be considered. after Completion of an appropriate probationary
period which may by agreement include a maximum of three years of full-
time service at other institutions..The following individuals are not
eligible Mr tenure: (a),,faculty destknated as part-time in the appoint-
ment personnel form rand the appointtent letter; (b) faculty who are ap-
pointed to positiOn0Unded from virants or contracts and who are/notified
in writing that such a rvice not applicable to consideration for
tenure; (c) faculty hol limited -term appointments;.(d) individuals

-
who are appointed to th Unversity° in administrative positions with
academic rank and wh are notified in writing that such service is 110'5
applicableto.con deration for tenure.

2. -"faculty member who is not a citizen of the United States is
under Te essee law (TC49-1303) not eligible for tenure. Howver, such

is eligible for promotion and for retirement and other benefit
nded to those of the same rank.

for Termination of Tenured ersonnel

The services-of ten d-faculty members ay, be terminat
quate cause, extraoedinary, circumstances because of financial ex
and retirement for age.

(1). "Adequate use"-for termination consists of 'ncomp :- e or
moral .t 6e rela ed to the fitness of a faculty mber in" lis pr es-
si nal capacity as a faculty member. Incompeten is a seriouslTunsa s-

factory level,or manner of performance of ass ed responsibilities. It
may include or consist of wilful neglect4 u4y4..4owever,incompetence
may exist in the absence of wilful neglect of duty. Moral turpitude is
behavior which is utterly'blameworthy with respect to the faculty memb 's

fitness in his professional capacity. The standard is behavior that, could
evoke condemnation,by the academic community in general;

(2) "Extrao4dinarycircumstances" means financ41 igencies affect-
.

ing the University which require teemination,of sera., of one or more,
fatuity members. ,It is understood that the Univ ty shall seek appro
priate fadulty input in arriving at Such deci 'ons and shall exert every
effort to.make suitable reassignments of sonnel. In such.decisions.ap-
propriate,weight wild be given-gto sent ty,of service. The place of any.

30



kr"
faculty member so released :shall not be filled by a replacement within a

periodof taco years, junlesathe released faculty member has been offered
in writing reappointment'at the rank be held at the time of termination
with comparable,remuOekation, and he has had an ample time With1,1,ighi6

to accept or decline
/

(3) The retirvient age within the University is legally definecras
65 years,-wi,th the = ftective date for retirement being AugOst 31 of the
academic year inwh ch the faCulty member attains_age 65. However, it is

also provided that ersonnel who attain ag*65-may be continued in full
employment at the d scretion.ofthe University for one-year periods not

, to exceed age 70. ere is an annual revieW", of the status of each:person

Whb,has attai4d ag 65. This review is accomplished.throu0,the. normal
adidinistrativeChan els which are followed'in budget making;-promotions,
and similar matters

e/ process

tenure or wi
a specified to

Before a f
s terminated b

nation' of a fac
ing procedures
queStionl

11) cOu
whose work is
the quality o

or termination for adequate cause of a faculty member

a special'or probationary appointment before theiend
is ab follows:

lty member with a special or probationary appointten
e the end of the specified term, and before the,termi-
member who has tenure becomes effective, the follow
be followed unless waived 1:6Y the faculty member in

s

ing by the chairman and/or dean of the faculty meiiber

ed unsatisfactory, with a v,ieul toward improvement'of

formance;

(2) dliscus ions between the faculty member and the Vice Chancellor
for Academic Aff irs; looking toward an`-amicable settlement;

' ,(3) nfo al inquiry by the Academic Senate Committee on Tenure
and Promotion as to whether adjustment is possible and if not whether in
its opinion harges warrant further proceedings, without its opinion

/- -------- being binding on the Chancellor;
' -

(4)1 a sia ement of charges, framed with reasonable particularity, 6

by the Chaneello or his delegate. ,

.
A termination of a tenured faCutty member will be preceded by ,a

written statement of reasons-, and :notice that the individuakconcerned--
will have: he right tube heard bi'a.special committee appointed by.the ,/'
Academia Senate enda Committee and consisting-of members of the faculty.

Members' of th Special committee will remove themselvesfrom the cede if
they deem th mselves disqualified4orservice by reason of bias Or.

terest. Challenges of nominees for membership on the'aPedial cem-.
mi tee will be made at least 24 hours prlo to the announced date of the

he ring.

(1) ,Serviee,of notice of hearing with sp cific charges in writ
will be_madeat least 20 days prior to th,'hear ng. The faculty me

1.;

I I



may waive alhearing.or may respond to the charge
before the hearing. If the facuuty member waive
the charges against him or asserts- that the char
finding of adequate 'cause; the hearing tribunal
evidence and- rest its recommendation upon this
of charges .

in writing at any, time
a hearing, but denies

es do not support e
i116 evaluate all available

vidence and the statement

(2), During the proceedings the faculty ember will be permitted
to.have.an academic adVisor and counsel of his choice.

(3) A verbatim record of tie hearings ill be taken and a ty
written copy will be made available to the fa ulty member without c
upon request.

.(4) The burden of proof that adequat cause exists rests w he-
University and shall.be satisfied only by:c ear and convincing ev dense
in the hearing retor&conaidered as a whole.

(5 The hearing tribunal will grant adjournments to enable ei er

party. to investigate evidente.as to which valid claim of surpris
made.

6) The facultymember will be aff
necessary witnesses and documentary or o
tration of the Univedity will, insofar
tion of such witnesses and make availabl
evidence within its control.

rded anopporiu
er evidence,

s possible,
necessary

obtain

the coopera-
ents and other

-(7) The faculty member and/or c&insel the administration will
have the right to confront'and cross-exam e all witnesses. Where the
witness: cannot or will not appear, but 0 committee determines that.,.
the interests of Justice require adm -sion of his statement, the com-
mittee will identify the witness sclose his statement, and if possible
proTeNor interrogatories.

(g.). In the,hearing of charges of_incompetence, the testimony shall
include that of, qualified culty memb, rs from this or.other institutions

of higher education.

(9) The heari committee will not be'bound bys.tricb rules of
legal evidence, .and ay adMit any evidence-which is of probative valUe.
in determining/the issues involved. Every Oosaible effort talll be made
to obtain the most reliable evidence available. Any evidenCe-relating
to the faculty member's reCord.of service td:-the inatitution/Will
admissible. \

(10) The findings of,
the hearing record and the

.(11) Except for such
covering.the time of the h
apd publicity about the ca
tine officers will be avoi

'
act and the decisi n 411 be ba s solely On
statement of char es. \.

0 : ). .
_

impl e announdement as may be equired, :

i
wring and similar/ metiers, puhli tateMents
é by either the . faculty Member -or ad nistrs:'

ed so far' as possible until the' prooee 1 gl,
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have been cotpleted, including consideration by the Board of Trustees.
The Chancellor and .the faculty member will be' notified of. the decision
in writing and will be given a copy. of the record, of the hearing.

(12) If the hearing committee-concludes that'adequate cause'for
termination has-not been established by the evidence in the hearing record,
it will so report ,t6 the Chancellor. If'the Chancellor rejects' the report,
he will state -his reasons for doing so, in writing, to the hearing com-
mittee and to the faculty member, and provide an opportunity for response
before'transmitting the case to the President and the Board of Trustees.
If the hearing committee concludesthat adequate cause for termination
has been established; but that an academia' penalty less than termination
would be more appropriate, it will so recommend, with supporting reasons.

If termination, or other penalty is recommended, the Chancellor will
transmit the record and his recommendations to the President and the Board
of Trustees. Review by the Board of Trustees will be based on ,the hear- s,:u

ing record, and will provide opportunity for argument,.oral or written or
both, by the principals at the hearing or by their -representatives.

Criteria for Tenure Decisions
0 e

The following criteria pertain to decisiona governing the awarding.
of tenure, The list is not necessarily comprehensive, nor should it be
assumed that the items are of equal signifiCance, that each is essential
for every individual under consideration, orthat theYarelisted in the
order of relative importance. T,

(1) Demonstrated teaching effectiveness;
(2) Evidence of scholarly competence in subject-matter,area;
(3) Appropriate professional degrees, awards, :apd achievements;

(4) Evidence of professional growth appropriate to the subject
matter area;

(5) Demonstrated ability to relate effective y to students
and colleagues;

(6) Quality of academic advisory service to tudents;
(7) Participation as appropriate in extracur icular activi es;

(8) Staffing needs of the University;
(9) Reliability and punctuality In the performance of r.,tine

duties;
(10) Activities of a scholarly and professional natu
(11) Membership and participation in professional o ganizations;
(12) Service to the University;
(13) Service to the community and the state;
(14) Completion of an adequate probationary ,p iod,

Tenure is normally held only by full-time culty in the following
ranks: professor, associate professor, and ass tant professor.. However,
under special circumstances, an instructor ma be granted tenure without

promotion in rank.



Note on. Tenure \,

Itshould-be n
it is granted.only
on the recommend'
mendations must
in question.
and worth of
Anstitutiq
and respo

ed that the granting of tenure is nop-a
y poiitive action of the Board of Trustees, acti

on of the President of the University, and sUchrec
ave the prior approval of the chancellor of the caMpus

enure is an'exprefaien of confidende in the integrity
n individual teacher, and of belief in his. value to the
It implies th4t/he has been judged to have performed/ 21.

suf 1 lently long period'of time to permi

rat

15

m-

reliable udgments to be'mad:. Tenure is designed to relieve p faculty

member from undue cope rp(over retaining his position so tones' s he con.=
dimes to perform well/and responsibly. It.Auarantees the nk agreed

upon at the time tenure is granted. Tenupd insures us proper pro-

cedures before a/disMissal, but it doeaAot insure t dismissal
after proper redures have been folOwed.

o

. .0

Tenu is not granted, for a administrative

Appointme

Authorization of New Positi

to the Facult

During the Fall Qua er deans of
of independent department -) will subm
or the following year o the Vice
dthor zation to
author ty of the Chantellor, gre'
roll to t projections.

Authorization of Re lacemen

Upon receipt of
termination of servyie
grant or withhold
of the Chancellor,
projections.

Eli:ibilit D

ations
, the Vice

Q.x4Kation;

fter due con

ointment

0

C
a'

ai

.0

osition as sue

(and chairmen
of new positions

demic Affairs.
d or withheld by

on of budgets 'and en-

espective schae
endatio

'± for Ac
gran
erat

reco

ancell
s will

'ftelltons;o

III I

/

/
r approval of recommendations for

hancellor for Academic Affairs will
fillpeancies thus cr fed on behalf
Okbn of budgets enrollment

1. itiins-..(by bd. th or.naturalit on) may be employed in post-

tions cop idered to be pent. Non-citi ens undergoing, naturalization

May be 4mployed in p tions-which are-no ',ally expected to tie permanent,,

but't 'lure may not be granted to such'empl'yees until naturalization pro-
ced es'are complete.

an/Equal Opportunity Bmployer, Univereity
permit-the employment of persons. relatecLby-blood.or
ably such perSona shouldli.e employed'under a different
line of au

.
ersonnel policies

rriage.' Prefer-7
o anizationa

01/67 which Means that each has a different su erviso or

d. flowever,.:this ',Is not to prohibit theemplo

reofthe same family the same department so
ntO'deterMine the. appointment, re

G5

7,--

depaktme 41e

qualifi
one memberjo-not

t of

long as '/

)antion,,



salary, promotion,.or
employee related'
of a family, finds
relatiVe, he sho
such:Cuthprity
decisions made

s-fluended by

iiteria f r A
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. .

nduly influende-anr deci: on Made'concer ug auOther6,
. .Should a situation s, develop where ne'member

imself a position-of r /pOnsibilitY-aff' cpingshis

A:waive g' /authority,decision maki gauthority, thereby- passing

o thenext'higher adminis dtive offiCer. In any event,
concerning membero:Of the/acme family shoOld not be in-
ce, color, creed, nation ,origin, or sez.

ointment111 I

varyin
balan
spet
by

/following iriteria ehoui,dbe,cons dered as guides and assigned
:1

:

degree0f w ight. Def/tenCles i some criteria may be4counter7.

ed by superiority i others. It is nderstood that, in:cert'aih
alized fields; of deayp ,.some of ese criteria should be rep Aced

then standards..

FrOfeOSOT

4
1.r. The Doctora or equiv ent training and experlence

Establishe, reputati cs*teacher
3. Establis d record n research and/or scholarly orArd--

lession,1 attai
4..Y Itecors of effe ive participation professional eCtivitiee

othe than t Ching and.research
S. Denenstrat: ability to relate ;effectively to studentoandp,

p ofessi. al colleagues.
/

/--
AssOciat ,Profe dor4

. _ _ 7

Doctorateor-equivalent training and experience
obd reputation as a teacher .

. .

Good-record in research cndjor'scholarly or prokepsionaI
attainment .

4.
.

Interest and participation professionl activities era a

than teachingandresearch .: "- ,

5 Demonstrated ability to relate affeCtively to stulie s and

professional colleagues

Apsistant Professor

1. The Doctorate orequivalent training ,and

fields .the Master's degree May be suflic ent
2. Demonstrated ability as a teacher
3. Definite evidence of research ability And/orTOCholarli, or

professional promise. /

4. Interest and'partiWation it:prof ssiona1:attivities other
than teaching and research

5. Demonstrated ability to relate f,ectively to-students and

'profession
.

c'lleagues,

rfenoe certain

,-

1.1istrucoe

1. The Master's _degree or,eq alentt training and experience
2. Interest in teaching



, Interestin:reeearCh:and/oi scholarly orPrefeasiOnal attainment-
. ExOeIlent scholastic reCOrd-asya-student.

5. Promise of ability to relate well to stUdents.
J ,

%,Term of Appointment:- --

AppOintmentOf facUltymeTbers, with respect.tO term it-of-two-typear-r.-
.(1) Academic year pr mine mOnthe,,and J(2) Calendar year or-twelve months,.

4

depending on'the'ndIute'bf duties..- .Persons on the regular academic
faculty-appointed to, teach nine months.are-paid in 12 monthly, payments..

'Al fatuity member appointed on the academic year sis earnS one third of
his annual salary :for-each quarter taught.- Such r na teaching in the

''' summer school receive "extra compensation.

Specification of Position.
41.

The Charman'of the department or the dean of the chool concerned
should specify clearly theAtindbfpersOn heiseeeki It isexpeeted
that for each poditIon'to be filletia written, job description,' satisfy,-,
ing. fully the University's assurance of,compliance with Office of Equal'
Opportunity regulations, will be filed with the Vice Chancellor for
Acadethic Affairs.

Rank and Salary .

- Rank .;.offered candidates for positions should e. in keeping with the
criteria for appointment listed on page 16-#7 of.thi handbook, Salary ;,
Offefed shOuld be within .he salary schedule rangefo .the proposed rank
and subject to budgetary limitationa existing in the gi en case. '.!ro7
posals_as to rank and'aalary must be approved by the dea of the school,
the VI* Chancellor for Academic Affairs, and the.office of the-Chancellor,.

'Credentials

Each candidate to be screened must sublnit a dossier or a set of place-
ment office credentials, incnding'at least three` letters of recommendation
(refOtably more), and tratacripts of academic credit. Teunessee Stdte law
now requires that%applicants accepting positions s
to any_ convictions for'legal violations. This sta
standard peraonnetinfordtiOn fora, which should
as a' means of making formal application.

f 5.

Interviews

:gn a statement relative
ement appears on the
e used W the applicant

..

A candidate with satisfactory credentials may be invited to,the cam.-
pus for an expenses-paid interview viaitif his interest in a position
seems genuine. If., possible, each candidate should be interviewed before
an offer of employment is made.. Departmental chairmen and deans are
expected to search _widely for well-qualified candidates, screen canOidates

.very carefully, and obseeve the provigions of the Equal Employment
.Affirmative Action Plan.

27



cammermation for Employment of Faculty Members

The departmental chairman and dean of the school concerned should
file with the Vice Chancellor for Academic Affairs, perferably after prior

'consultation with him, any recommendations for employment of faculty mem-
bers,"stating proposed rank, and salary. For this purAse, Personnel

Form No.-1 is used Each,recommendation should be accompanied bya full

se of credentials, two completed income tax withhblding foris(W-4),'and
for persons on long-term appointments, a signed application for TIAA and

CREF Retirement Annuities. Blank forms are available at the Office for

Acadethic Affairs.

.Execution of Contract

Ifhe'Vice Chancellor for Academic Affairs and the Chancellor
approve recommendations,of the departmental chairman and appropriate
dean, a formal letter of appointment will be.wriften to the candidate by

theAlice Chancellor for Academic Affair's. This letter with 'a written

letter,of acceptance from the candidate -will constitute the contractual ,

agreement.
A 4

All Ipersonnel a e. legally on one-year appointments, renewable each

year, .unlessless designated as limited term appointments 1
. Renewals and ap-

pointments are accomplished anddally by placing-the faculty member's

name in the budget. No official notice of such renewal is given to

tenured personnel. Letter's: of appointment contain terms and conditions

of employment. ,

18

e

Promptiona.and Salary Adjustments

General Statement

Promotion in rank-or increaseiin salary are in part a recognition

of past achievement. They are also a recognition OfrprOmise and an indiI'

cation of-confidence that the individual is capable df greater accomplish-'

nents and of assuming greater responsibilities. It is the policy of the
Univefsity to make promotions and-salaty adjustments Ion the basis of met

Periodic Consideration

r

It is the policy,of'the Uni'Versitg'to consider each faculty
for promotion in salary adjustment annually. Annual reviews are 4ondu

by departmental chairmen, deans,'and other appropriate academic ofice
The faculty member should fe41 free to discuss his status with, hi depart-,

-mental chairman at anytime.

In general,'all recotmendations for promotion or salary adjustments.'

within a department are initiated by the departmentar :chairman RecOm

1Thisatrangement iespeCified in The Universily of Tennessee Charter-

vof 1807. However, the faCulty member should be cognizant of the University's'

tenure poliby stated in a previous section:

2 8
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mendatio s for_promOtion or salary adjustments for all other erapmel

areainit -evirby deans or other, appropriate officers. Norma ly, all such

dattons are made in conjunction with preparatiO0 o the budget:

/Final ecision on prOmotions anli,salary'ad stments within rank will

be made by t ejloard.of Trustees=, and afe to be mOlderea tentative until

such action h s'been-taken. This` is normally` an item-of business at the

June Meeting. f(the

a '

Effective te-

romotions'in rank and salary adja tments within rank are normally
effective. September 1 for those on acadomic-year appointment and July 1

Ose on calendar year appointment,

Crite-ia-for-ProtOtion-in Rank,
.

Q

.
In general,-tindita for promotiorO Wn ra 'aresi- milar to those

for appointments in the various-ranks. Thelollowing criteria-shoul e

considered as guides and,dre assigned varying degrees ofTWeighr,- efi.81e0-,

:cies in some criteria may be counterbalance4adequatelyby-SuPerlor1yty in
others.. ';ri certain specialized fields of_ endeaVori some of these-criteria

7-may-be' replaced by other standards.
-.,

Professor

1. The doc torate or equivalent training and experience;
Established reputation as a teacher;
.Established record in research and scholarly or Professional
attainment;- .

4. Record of effective participation in professional aUtivitieS'

,other than teaching and.research;: . ,2 '

5. Normaliy,-at least five-years ixcrank,as an associate. professor;
6.° Demonstrated ability to relate effectiVely -6 students and pro-

,
.tessional-colleagues.

,. . ,..

AOsociate'Profeosor

1. The doctorate or equivalent training and-experi? ce;

2. Good reputation as a teacher;
3. Good record in research.andischolarly or profetioAonal attainment;
4. Interest and participation in professional 'activities other than

teaching and research;
. ,

5. Normally, at least four years in rank As .an- assistant professorC
6. Demonstrated ability to relate effectively to studentand

profesiional colleagues.

Assistant Professor

1. The -.doctorate or equivalent training and .experiencP {in certain

fields the Master's degree may be sufficient);

-29



2. Demonstrated ability as a teacher; A

3, Definite evidence of research, ability and scholarly or pro-,

fessional promise;
4. Demonstrated ability to relate effectively to, students and

Pralessional colleagues.

Procedure for Effecting Promotions And Salary Adjustments

In general, the following procedure is utilized when considering
faculty members, for promotion or,salary,adjustments:

1.. Recommendations are submitted by departmental chairman or
others with this administrative responsibility, to the dean or comparable
officer of the appropriate School. (Recommendations on the above-mentioned

incumbents are submitted by the next administrative supervisor0

'2. Af ull-consideration, which may include discussions between

the dep ental chairmanNand senior members.af the department, and be-
tween partment chairman and dean or other academics official, as well as

ap opriate interitiews, the dean makes a formal recommendation to the. ice

C ncellor for Academic Affairs.

3. The Vice Chandellorfor A8ademic Affairs reviews the recoOken-,
dations and indicates his concurrence or non-ooncurrence before -6ubmitting

,,a-11-trig-7.recommendations to the

4: Those recommendatiOns Wiia-dre=Approvedby the Chancellor and
by the President of the Univergitrare submitted to the-/toard'Of TrusteeP
for'finalaction.

.

5. Any_, individual faculty member may appeal his se to any of the

parties mentioned In steps.1 through A.AbOve. Such individual ghould .

follow the Steps outlined above in presenting his,,,, appeal unless herfeels
rhatchis case will be .prejudiced -.by so doing.

,

.
. .. / /

Facultyler0.1nations

.
. -

DisMissal of Te red,Personne

"c.

Dism10 als of tenured sOulty are made in? accordance ith:principles
and procedures contained to pr6vious sections-dn'policies regarding tenure.

Termination of Non - Tenured. Personnel

pon-tenuredpersonte4 if not reappointed, will be terminated in
accordance with terms specified in the letter of .appointment.-

Resignation
0. .. -__

It is the clear obligation.of-faculty me ers who wish to resign to

..make their resignation effective at the end of he aCdemic year, or under
exceptional-circumStances, at the end of an atademiC quarter.- In -al cases,

, ,.
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notification of resigns should'be made early enough to obvia4e serious

embarrassment to the University, preferably by April 1

Pay Due on 11,esttnation

Leave pay due on resignation will include a pro rata share of annual

leav. Teaching faculty. serving on'snine-month appointments who sever

connection with the iiniversitY,beforeithe end ofthe academicyear.are
Paid for thenumber ofuattera,of teaching on the basis of one-third of

the annual salary ;per quarter.

Death

The Universi policy with reference to pay for Services rendered*

by faculty in activ service whose contract year is terminated.by death

is as follows:
,

1. Fora deceased faculty member who was'employed on .a nine79onth
basis, the-beneficiary will receive his regulax pay to the end of _the

month in ich death occurred, plus pay forlone additional month, plus `

the pro rata share of annual salary earned but unpaid at the time of death.

2. For a deceased faculty member wW6-was employed on a twelve-
month basis,the beneficiary will-receive his reguiar pay to the end of
the month in which death occurred, plus pay for one more month,T;us
accrued annual leave.

Official.Leaves of Absence

General Statement

.

The UniversitY views favorably leaves of absencefor professional -

growth and development.. cr)Leaves absence mayobe granted upon. written'

request by the faculty member, recommendation by the departmental' chair-

man, and approvals by the dean or director, the Vice Chanceilorfor
Academic Affairs; and the Chancellor.

Leaveg of absence are normally. grantecifor.not more than e;year

and hormally-withoutUniveraity compansatiOn. Avery limited timber of

grants -in -aid may be.awarded tp assistfaculty members in further grad7

naiestudy in their fields of specialization. Each individual case Will

,be.congidered ()Wits merits..

Tt s the,policY. Of the University to grant sick_leayg. Thegdminis-

tration f'thia policy varies with circumstances of the-individual cage.
The fol owing factors---.are Considered in making the determination: (1)

length Of service, (2) neaessity.for replacement,. (3) quality of past
-service andpotential future with the. University,.



Funeral Leave
'I

In case of death in the immediate family (parents,grandparents.; .

,
.

,parent0411-law, children, spouse,brothers,'and sisters) an employee may
be gr nted reasonable and customary 'time off with pay nOI:to exceed five
(5) w.Oing days: He maybe required to furnish:verification of the
reason's or the absence upon request of the 'supervisor or the personnel

authotity. .---:
.

/

Military Leave 'for Short Tours of. Active Duty,

Tennessee law authorizes leaves of absence from.their respective
duties fox members of thexeshrve componints of the Armed Forces of the
United States who are employees of the. State, or 4PY Political subdivi-
sions thereof. Any regular empIoyee of the University, at any location,
who is a member of a reserve component of the-Armed Forces of the United,
States is entitled to a leave of absence without loss of time, pay, legal
leave,.vacation leave, impairment of efficiency rating, dr any other
rights or benefits to which he would otherWise be entitled, for all periods
of military service duping which he is Angaged in the performarice of duty
or training in the service of this ate or of the United States. Such

.officer or employee, while on militaryleave,-Is paid his salary or
compensationlor a period o periods not to exceed fifteen working days
in any one calends year Academic facperformmembers ate expected to perfor
their active duty miLitar training in the summer and when they are not
receiving extra' pay for su t_pession.

Policy kelative'io Extended Military Leave

Except under' emergendy conditions of total war, faculty and staff
membets should not seek active military duty at dates which would colic
with the normal conduct of University business appropriate to their em-,
ployMent. °Since members of the reserve forces may be called involuntarily
at 'dates not selected by the individual, the University will cooperate.

`'with such staff members and the Armed Forces in every manner possible. 'In
geriera/, the person called to active duty will be placed-9n military leave
effective. the date of his assumption of active military duty and will be
returned to the employment of the University at the end o active duty. If

such dates do rt coincide with the beginning or ending dates of the
academic year o of any school term, the computation of thf payment for
accrued leave, if any, as Well as the specific dates forrielease from and
resumption of University-duties, will have to be determined by apprbpriate
officials in, each particular case. Persons returning frdm Military, leave
will enjoy the same right's and'privileies to which they.were entitfed
before they began military duty. 4

. It is the duty of the department to find replacements for persons
so called, ifiledissary.

ct

``%,t

Fringe Benefits of University Employees/. on Leave, with Particular,Reference
toMilitary Leave.

Although the University has no option in choosing the date atwhich

the leave becomes ffective, military leaves will be treated in the same
manner as normal leave in respect to fringe benefits.
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cs. 1. Social Security:, Social Security deduCtions pd
by the empioyercwill ceaae with the last. pay check payable

orefort the-employee'goes, on' leave and will berenewed with
frodthe University after 'return, from leave.

K .
.

23 1.

Contributions
to. the employee
thofirst cheOk

2. TIAA/CRAF:: contributions on the part,of the employer cease
with the last pay check to-the employee..., ,The employee, however, may elect
to continue contributions By depositing with the .University Personnel Ser-

vices office several months' payments in advanceand having the remittance.
made'through University-channels.

,

*

v. 3. 'HospitaLization-Life Insttrance:; Hospitalization-life insUrance,
coverage may be continued while` the employeeis'on leave if he is willing.

to pay the, entire premiuM appliCable thereto. These premiums should be,

paid at least qUarterly in advance to.the Personnel Services office.
...''

Maternity, Leave

An employee who is pregna will be granted a maternity leaVe-of

absence*on request. An emp -6yee will be granted leave Without pay for
maternity reasons after e has used,any sick reaveor vacation leave for
which she is eligible., The ust of sick leave for this purpose is limited
to the period (s) during which the emplyee's doctor certifies that she

is d±sbled for work.

If.the employee indicates that she does not intend4tb 55.turo we:TIOrk
after childbirthi'a letter of resignationshould,b'e obeained. 'Despite .

..such a letter, the,employee may be eligible fOr unemployment.CompensAtiOn
under-applicable State laws.and-regulationi.if she reapplies for work and

is not reemployed.

The beginning date of maternity leave'is normally at the end -the

seventh month of pregnancy. However, the date may l'e.earlier or later if
employee's obstetrician regards it to be -in they best" interest of the.

employee or of the University.

Normally, maternity leave will end within a three-month period fol-

'.cwing.chl.ldbirth Additional leave time may be, allowedifathe employee%
physician states, in writing,- that it is needed for medi0d1 reasons: Upon
returning to work; the employee Shall present a physician% statement in-
dicating the emplclee's ability to resume work.

- .

If within thefthreemonthoperiodiollowing'EM1dbirt ..an employee
a

has not.returned to work or notified the department head academic person-

thePerSonnel Office (non- academic perSonnel) in writing that she
clsires to return to work, she will be considered. to reOgned her

*position and May be terminated, -

An employee returning from maternity, leave will be entitled to the
same position or siMilar'position at the same level and rate of pay from

which she left.
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Annual Vacations for .Personnel Employed on. a Twelve-Month Bae4s.

Faculty members regularly employed on Owelve=monhbegis are
entitled to 24,working days annual vacation wkth pay. Fatuity on twelve-

month appointments may'accumUlete and carry fOrgard frOm one Calendar year

to the next a maximum of forty-two. wbrking days.. Id'the'event an emploYee

ch, twelve.-month appointment has a greater accumulation then one-year!S

entitlement atthA.end of any Calendar'year,-thetarry-forward amount will

be reduced'to'the,amount.acdrued during that calendar year. Thefaculty
member will arrange the timing .of vacations, with .his immediate superior.

24

, -

Annual Vacations for Personnel employed on e'`Nine-Monih Basis.

All faculty members regularly employed on a nine-month basis are con-

sidered to be on'vatation after the sprifig quarter Commencement, and,all

reports have been made, to a reasonable period prior to the beginning' of

the fall quarter.

aesignated

The following, holidays are normally recognized by the University,

and-a-Ogrs-may be declared from time to time,bythe administration.

New Year's Day
Independence` Day

Labor Day

General Policy

Thanksgiving Pay
Christmas

1 p

The University's Board of Trustees has issued the following state

'Vent clarifying its pOlicy on the cancellation of classes: "Students wh

enroll at the UniversIty of-Tennessee have paid fees for-courses in which

they are enrolled and the.ditizenry ofAhe state has prOvided funds to
support scheduled academic activities. Hence, faculty-and staff members

are to conduct their classes and related functions in accbrdance with

previously established schedules. There will pe no deviation, from this
, /

procedure unless permission is given'by appropriate adminiatrators, in
accordance with procedure% detablished by each Chancellor.,

.- -1 "-
, t

t
i 4 ti

"Action contrary to; preqding policy is, prima facie evidence-
Violation of contractual Commitments of faculty and staff members- to th
University of Tennessee. ?Oariations from this policy will be investige

and, in the event of,verified violations, appriSpriate action, including
voiding of employment contracts,, will be taken."

Ingeneral, a faculty 'member who must be absent far' anyreason is:,

expected to-secure the permission of the dean of h!. school for the absence,

and approval for any alternate arrangements for teaching the"clisses:

missed. In the event of an unusuar''or prolonged absence, or the necessity

of 'employing a paid substitute, arrangements must be approved by the Vice.:
Chancellor for Academic Affairs, In case-of an absence-which 1.8 unantici=
pated and unavoidable, the department' chairman or the dean of the school

must be notifiedAmmediately.
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Teaching Load

Faculty Load and,OffAe Hours"

25

..

.

In evaluation of. eaching load, rteight should be given to number of'

credit hourstaught,114MBer of teaching hours per week, size of.classe6,.

and extracurricula.services:undertaken. A minimum. of twelve credit, hours

in courses with full_ enrollments per full-time position may be taken as an

acceptable guideline, This may be reduced somewhat if a large part of,,the-

teacher''s load -is laboratory teaching. Administrative assignment ,of certain

duties:to a faculty member .and participationinapproved research may in
some cases justify'a reduction in his teaching load. In, certain instruc-

tional areas the nature of instruction requited ma justify-reductions in .

the number of credit hours expected- per teaching Osition.. °
.-.

Teaching Load of Departmental Chairmen

Departmental chairmen are normally expected to ach, but to reduce

their teadhing loads to allow time for adequate depart eril'administra-
tion. If a departmental chairman's sadministrative duti s are limited to
those-of his department, a reduction of teaching load by 5 percent for

each 15 members (or major fraction thereof) in .his depart nt may be

taken, as a reasonable guideline.

Office Hours

EachfUll-time achei is expected to be available to students on a

regular, basis for nsultation and advisory services. Office hours farl-

ing within e period 8:00 a.m. to 5:00.p.m. should, therefore, be

scheduled chedules sho ld be posted,'

/ 'Faculty Meeting!

GeneraltFaculty Meetings

Faculty members are 00ected twattend,:-.411 officially scheduled and
called faculty Meetings. 14 official meeting of the faculty and Various

grcup conferenceOrp:heldAefore the, opening oethe Fall Quarter. It is
important that eve' y faail*y member be present. 'In a case of nec4sary
absence .from an .official, notification should be given to the.

Office of the:Vice Chancellor for,Academic Affairs.

Departmental Faculty Meetings

In the interest of communication among Adrfilnistratorwand factiltY

and in order to encourage the participation of all faculty in' instruc-.
tional and curricular planning, all academic departmente should hold:at

least- ore or more regularfaculty Meetings per quarter', "Jor aspften as

needed to achieVe effective communication betWeen theadministrator and
the group-reporting to him..



-Faculty,Attentance at'Profeseional,Meetings

26

II
41

'In accordahce th The University, of Tennessees geneal policy of
promotion of protessia al growth and developtent,.fa'tUltymembers
encouraged,to-attend an participate in professional:Isociety meetings.
In cases of budgetary stringency, limitaticTs.On the number of expense -

P aid trips to ,fiy,be ftecebsary..-

The policy of the 'University in this oonnection s as follows: The

travel must be necessary for the .proper execution of of. icial UpVerSity
business, or in justifiable pirrsuit,Ofthe Univgtsity's e ational_and

research objectives. Meetings and conferences to be attended must be of

a professipnal nature that, willincrease the attending individuals use-
fulness to the Univetsity. :

Faculty Travel Poliae6 and Procedufes

m

General'Regulationsl

1. The regulations-in this sec0 tiqn govern travel at University

expense. Authorization for travel will, not be gra ted and expensee will
notvbe reimbursed unless the.travel is made and reimbursement claimed: in .

accordancewith these regulations. 'each depaitment head must requite''
that all individuals in his 'department who travel or are involved in pro-
cessing expense accounts are thoroughly familiar with these regulations.

,

-__ ,

---------- ,
2., General Universityotravel is on the "basis` of reimbursement for

the actual and necessary exp 'incurred, ie-mbject to the limitations

set forth herein. Receipts must be submitted with the expense account
for each expenditure.of $2 or more, except for meal's, taxi fare, and bus
fares under $5. An'accurate record must be kept of expenses incurred,
'since reimbursemerit will not be made on estimates. Allowances in lieu of

expenses wifl not be approved except in the case of mileage for use of

privateyutomobile. g.4.\

`3: Regulations relating to travel of University personnel ti ose

expenqes are tp 6e paid from special grant or contract funds will The in
accordance with provisions of the grant or ..contract where such instru-

ments6pecify travel regulations. 4 .,,.

e a

,
,

, \ .

c

it. Expense which is incurred at the offid aistation of any officer
or employee will not be allowed: The official station is office head-
quarters or the designated location of employee's established in the field.

Deviations fot unusual or hardship cases must be justified and authorized
in advance. ep - /

..

the travel regulations contained.i this chapter are consistent
with and subject to revisions of those publishedpy the UniversityA.n its
Manual of'PisCal.4,olicy and Procedures Statements (FPPS, No 5).

-
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5. 'The liMita ori:travelexPenabs set forth. herein are not to -be
construed. as as indication of amounts that shoUld beSpent. Instead,

}hese,are maximsm:ampunta'ahove:which. reimbursements cannot be made.pai,
Versity employees in traveling should be as conservative as good taste
and.circumatances permit.

Authorization for. Official-.. Travel

1.- A properly executed. Travel Authorization Form T-18Ymust
accompany each request for reimbursement of officiii,travel (available'
from departmental secretaries and from the. Business Affairs Office).. This
authorization, when properly approved, is prima facie evidefice'of the
-official nature of the travel and 'serves as, supporting documentation for
.workipen's compensadon and related,insurance ;claims in the event of acct. =,
dental injury or death: For, this reason, staff members must initiate
travel authorization forms sufficiently in advance in order that they'
may be reviewed and approVed by the appropriate. authority and returned
Prior to the departure date. For Antra-state travel, the dean or-director
will approve all travel of,his college or division perbonnel, The appro-
priate vice chancellor will approve travel for 'the deans..and directors.
For infer-state travel, all tript must be recommended in.advance by-the
dean or director, then approved by the appropriate vice.chancelloy.

,
, .

..

2.. Requests for authorizationlgor travel.nust show the purposeof
the trip, destinations, length of travel status, date and time of leaving
and return, ancLmode-Af: transportation, ,,

, ,,-

Z \
3. The orpsinai Of the approved Travel Authorization (Form T-,-18):

Must be attached\to thelexpense account when submitted to the Treasurer
for reimbursement.'

A. Deans, directors, department heads, and others authorized to..."-
approve travel,reveats will be guided by the folloWingcOnsAderationsi

a.' The travel must -be necessary for the proper execution of
official UtiVersItybUainesal:Or:injustifiabliepursuit.Ofthe..
liniversity's,egutatiOnal and research objectives.

,.

b-..,Meetings,and conferinees be attended must be of a
professional nature that wiil.increase the attending. individuaV
usefulnest to the University. '

4

c. Attendance of an, ndiVidual at professional or" scientific
meetings-Should be limited to, not more than one per fiscal ye
unless he isanvited to deliver papers. at more than one meetin or
unlesa he la an association officer Whose attendance is required
at morel, than One meeting.

f

,d. If more thanOne-individual As attendin the same meeting,
the authorizing official Willapprove the use of ers car
whenever available. If authorization is given for the use of
University car to attend a convention-or meeting, no concurrent
authorizationlor other modes' of travel at Vtiversity expense,
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ehall-be granted unlesirthere is an excess of four official-
.

representatives"for-esch University car making. the trip, or:
UnleSs suffiCient justification is made.

$

e. On minor travel items, ilithorization may be made by groups

andP if'so, expense accounts for each group musebe liquidated

at'the same time.

f. Established field travel may be covered by blanket
authorization for defi tie periods of time.

travel/

g. 1:listribu on of approves authorizations is as stated

Form T-18.'

Trans ortat Ex ense

>11. Transportation fo
...carrier lair, train, bus)

round -trip rates- when a ailable. Travel-must be by the

.route possible, and any individUal traveling.by an indir
bear the extra.expense.ociasioned thereby.:

2. Air Travel.. The use of eirploneitravel is recommended.Whenthe
cost of the employee's time 'is anAmportant factor and when the 'trip

so'long that other methodsof"traySl.would-increaSe the eubsistence.
expense.- Thetraveler's_copy of the airline tickat'Or an acceptable'

receipt Mustbe submitted with. the expense account.

The,current University regulations-require ihatiaccommodotionsfore
'air trsliel,be,by tourist or economy Class. In t5e4Vent that more ex-
penSive accommodations,aie:tequired, an explan story notationMuetbe

made:on the request for reimbursement.

persons. traveling singly should e by common-

ereverpractical. Advantages m t be tekeit

ost direct
ct route musi

, 1
4 ,

All University emplOyees must fol- the above procedOrlas_o TT_

expenses to be reimbursed'in excess 0 stated University re cos. ,If

reciliests'for reimbursement are processe&to the Busines fairs;Ofioe,
without proper documentation, it is necessary that proklate adjust-
mentsibemed 'or the request be. returned for corrections.

Train Trave A rreceipt. f the

road's titket envelope with the .f i ego own

must 'be-submitted wip 'Ocexpe4S.e,tountt
are used, the PullMon'ticket stu must also
account.

submitted
where the

Bus: Travel. A receipt Or ticket
with the expense aCcount,' except
.fare is less than $3,

transportatio:,fare (the rail-
onthepoutsi 0,4/1.11 suffice)

UheOUllmeaccommodations
be submitted ith the expense

stub for 'bue:,traVel must be
in cases of Short tripe.'

'5, TravellautdMObile. Automobile- transportation may ba,used
to6OVetime whencommOn.carrier transportation cannot btksatigfactorily.
scheduled to covera number of outlying places; or *redline eXpense6
when two or more University employees are making the trip... Authokzation

,



will not be given for the use of more
/ number of University employees needi
/ nation exceeds fopr_persone..

a. Universit
trave.Lby aut
automobile
with motovp
purchase of gas
-versity Motor

one automobile
transportation to

29

-1
less the
common_desti-

Au ile. If necessity or economy requires
should he made of a University-owned

is available. A courtesy- card, supplied
°biles, will be used by the traveler for
, and other auto service. Contact the Uni-

to arrange the use of an automobile.

b. Ter nalli-Owned Automobile.. When a University=bwne'd-

automobil is not available, and necesSity-or-economy irequires
travel by automobile, use of a_personal1y-cowne4automobile will
be.autho ized. In the event a University employee desires to per-

f,

form o icial travel in his eraonally-Owned-automobile for- his

personal convenience, it may be authorized provided the University
will, incur no additional expense above That of other forMs of
tr sportetion available. Reimbursemenewill be made as follo s:

,(1) For use of-personal carstby OmPloyees.in the
field who are authorized and required to use personal'
cars in the daily performance of their dutieS, or in-
cases where two or more University employees-are trans

.ported, or for persons traveling singly,when necessit
and economy (aaexplained end-jUstified pn theexpen
acco0t) require,the use of A personal car, `a rate ID
12 tents per mile will be allowed to the owner.

,
.

--c2)- If, In the performance of official trave a

personally-oWned auomobile, transporting only n ,Uni-
-,,/, -Versity emplPYee,ls'used.for the convenience ofthe.

employee,ta maximUM rate of 10 tents per mile will be

allowed.

(3) The ex ust indicate the_fraveler's
itinerary and mus enileaRe by. odometer, readini.

route is tided- milOrge ad indicated
age ta le will be iegarded as

(4) .Ifan
i the Rand-McNa

\c

. iimouaine 8ervice snd taxi Fares:\, If trav,,l ib by e cOMmo
,

carrier' limousine Selv ce or taxi fates necessary to the 't

,, - eler.to and from the airp or station, or between carriers; will-be'
allowed. Nii-recdipt r this expense will be requiredbut each fare.
,t:Iust be inclividu listed-on' theptpense :account. After arrival at

' :destination axi,farge..,. forolodel transp rtation ,willnot'be allowed when

regular established streetcar, bUs, or s bwdy service is available -

Un the necessity of-the Use of taxis is'explalnedthe_expense
account

A
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Oar Rentals t Destination. In-the event it is necessary to nee.

ttel car service at the trip destination, or for a portion of thei

cial travel, P.bcedureh set forth in "Securing of, Transportation

'Employee!s E ens " should .be folloWed in securing the

ervice and s stantiating the .cost thereofon the travel expense aecoun4.

(Form:T3).
k

.checking-in EXpense.at Hotels of Motels. ReiMbursement of such

exp se up to '$1'.00 .is allowed at each such facility.

/

9. Tolls, Ferry Fees, and Parking,. Tolls and ferry fees

allowed. NecesSary chargez.for hotel and airport parking will be z fWed-
providedthe airport-parking fees do not exceed normal taxi-fare and

rom tht airport., Receiptsmust be furnished.on airport-and ho -1 perking,
,T1

Subsistence, Expense

. 1. General, No reimbursement will be mgde for th- expense of meals

or lodging-incurred within the limits-of the. employee_ official station

or place, ofrefidende. Unnecessary meals and lopging.exPenses which are
occasioned by the use of an automobile-for reasons of the emplOyeels per
sonal COnvenienceoryhien are due to travel by an indirect:rOute, will

not be allowed._ COnservatism is expecterin the choice ofhotei"or motel

- accammOdatians, field personnel located in one place or an extended

periedare_required to negotOte and atCure,reduced rates,

'The hour and date of departure and
shown on each e erase account. /,

...

e,hourand,date of return must be
,.,',;_.,,,---.----77----'------ IT',--

, i A/ '--.
.-2. La . Lodging.e$p 4. applies to the.date in which the night

begins and actual expenses wi be allowed subject to the-follot/ingAiMi -,

teams:

In-State. Lo
onr.official tr'

$l'2 4er day. Lod

ging expenses-inCurred within the
velyill be reitbursable to a.maximum

ng expenses incurred'in the titles of Na

Mem Chattentoga,and the Tri-Cities area'will
reimbhrsable to a maXimilm of $14 per, day,\ 4 0 s 9

State. TLodging expenhel6pchrted out of e stateb
while" iii
$20 d ye.

OD ,e,thic go
''e -York: Philadelphia
reimb 'sable to a

1 travel ,will be reimb rstiVie to a maximum cif
Lo gincexpenses incurred n thetilies Of Ba
Cl veland, Toeroit; nnuetono 1,0e*geles,.New.

San Franaiscd, or Washi tan D.C. will b
ximuvbf.$26 p

presentatiVes
d tostay::at
otel of the

Ode

c: University r

ventians are aUthoriz
headqnarters hotel or

day.

icial thee ngs and-con-i\
ficially-de

-o

gnated
meeti g; however,

the more.moderately-priced acc ns ms .e requested when-
e aver choice is available. o qua ify for tibia-exception a

tat ion must be4ade-on- e expense account that the lodging

40curred at the nver.on'or 'official meetinghatel or motel.W9
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d. If hotel or motel accommodations within the above-stated.
limits are, not avaifable, the additional expenbe incurred may be

:reiMbursed provided an explanation is placed on'.the expense
account. Toqualify for this exception the traveler must require
the hotel or motel cashier to.enterea0notation on we lodging receipt
that the accOmpcdations used were the lowest priced available.

e. If a room is shared, with other than a University employee,
On official business, three- fourthg ofthe actUal cost of the room
will be allowed,, subject to the maximum limitations set, forth
above. The receipt for the entire amount should be submitted
with the expenseaccount on which three-fourths of the cost is
claimed. If thel,single rate for shared.accommoddtions is in
exc&ss of .the thsee-fourths Cost, reimbursem Xit may be claimed
at the'single rata provi d documentation o the single_rate is
submitted with the-ekpens oucher._ Such reimbursement is also
subject to maximum limits.

f: State sales taxes ged on lodging will be reimbursable
the extent that lodging )expense is reimbursable.

F011bwing are olicies on meal experiSes:

a. "InState. While otti official travelowithinthe State,
actual expenses not to exceed $7.10 per day will be allowed, for
meals. For fractional days in travel status, the $7.50 limit will
be pidrated as follows19 $1.50 for,breakfast, $2.00 for lunch,
$.4.00 for dinner',

31

Meals.

7

b: Out-of-State. While on official travel out of the State, ."

,: Actual expenses not to excsAd $10.50 per day will be allowed for
meals.'For fractional days, the $10.50 limit will be prorated as
follows $2.00 for breakfast, $3:00 for lunch, and $5.50 for
dinner.

c. When the daily limit for meals is exceeded because of the
cost of an official banquet; the excess will be allowed provided
a receipt or proper%explanation for, the banquet charge is sub-\
mitted with the'.' expense account.

d: Thre following time schedule for departure from and return
to the official station_shall determidoeligibliOty for reimburse- \.
merit, for meats: '

If departure before' If sturn after

Breakfast
Unch*
Dinner

eimburtemehc-fox
travel is'completed the sam
before 7:00 a.m. or return

' .

7:00 a.m.
11:00 a.m.
6:00 p.m.

.4400 a .m.

12400 Noon
6100p.m.

lunch meals will not he made when
day as begun unless departure is

is after. 64.00 p.ms : 4
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Miatellaneops Travel Expense

1. Tips And gratuities"laundry, valet service, entertainment,

etc., are conaidered,personal ratherthan official expenae,and will 'not

be subject"toreiMbursement on expense accounts.

.2. Charges for long distaideetelephond. calls madeionofficial.,

business Will be.alloWed provided the expense.accourltreVadis:thejnime:
And location; of the.party called, the date of the-call,and. the nature

of the-buainess,-jelegram expense will be,allowed provided .siMilar in-

:
formationia ahoWn. getessary'loCal telephone calls made on-,official

bPsinesslill,be allowed,
,

,

, ,

3. Nedessary Chargea,for the transfer and storage of baggage will
be allowed, provided the necessity is explained on the expense account:

4. Registration fees in the amount necessary to qualify,indiViduals

to attend conventiOns or meetings will be allowed. Any portion of regis-,

tration fees which covers thcost of personal supplies 'Social activities,

recreational outings, ett., will-not be allowed.'

5. If the occasion necessitates, the paying of meal expeniee of

other persansyroperly considered as official'gPeats, the expense should

be separately itemized on the expense account, with the names of the

guests and their official connection indicated.

Claims for Travel Expense

1. University Form. No T-3 will be used.for-all claims for travel

expense. Form T-3 must be properly filled in, with the items arranged

in the proper columni, with correct totals for each column, and with the

total of the claim. Legible, properly serial numbered subvouchers must

be attached. The expense account must show movement and detail-of ex-

penses day to day. The expense account, must exhibit and prove the travel

and its cost, must be susceptible tqloheck, and must disclose all'neces-,--,,

sary information to prove th claim. (Refer to FPPS No. 5, Section VII.)

Forms T-3 are available from the Treasurer's Office.

. .

.' 2. Expenses for supPlies, postage, ancr-other items that do:not .

Conati4ute-actual traveling expenses should not be made &part.of the T -3
.. .-,,

travel expense voucher.
:::::

.

.

.
,

\
, l

'. 3. Expenses incurred in attendingconventions and meetings of 1,',

addociptions and'organizatione'Mnat be supported by Aprogram of literar

Lure which sets forth the opening and cloding dates of the convention.

Securing of Transportation.at Employee's Expense

,
.

The normal procedpre, under University and State pf Tennessee travel

e'

regulations, for'securing coiMercialytransp
d

rtation for,official travel

is forthe employee to purchase the retluir d author#0 &sportation at

his own °expense hnd torequestreimbursement thereof on a etvel expense.

voucher. (University Form T73)4 The following"are approved Methods of .,

.
securing this transportationind .substantiating claimslOrreimburaement

thereof: .

, , '
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1. ,Cash Purchase of Transpottationby-Employee. When the ttaire-.l

.ring employee pays from his personallunds .for necessary. iansportation,,

required fot.official"traveL atceptable receipt for subMission with the

travel expense account (Form is:

a. The traveler's copy of the tranSPort4tion.tiCket which
shoWs itinerary and cost,, or

4 ,

b.' A receipt fromthe transportation company orttavel
agency indicating the information listed. in (a) ab.a4e, Ot'

i.

c. A ticket envelope of the transportation company in-
dicating,the information in (a> above.'

-

2 Purchase of Transportation Use of Personal 'Credit.Card. Em-

ployeeS may use personal credit cards in securing transportation, for
1221

official travel, and any of thg doCuMents'listed in Paragraph :1: above
which indicate purchase by means of.the travel?r's personal'-credit card.

will ,be satisfactory'evidence'of expense incurred, fot submission for

the

re-

ibtireement on travel expense account (Form T-3).., L ?p..-

. _

.3. Purchase of Transportation Through,PereonalChatge Abtount
With: Trayel.Agency or TransportatiOn Company. Employees may-make

arrangements with travel agentieS or transportation coMpanieb for the,

-furnishing of transportation for official travel and billing of the
chargeS to the employee's personal account. In such cases, any of

the documents listed in Paragraph I. above, or the Agency'S,iiivoice to the

employee which' identifies the transportation furnished yili.be satis-
factory evidence. of expense incurred for subMiasion'for reiMhUtsement on

the travel expense account (Form 'I.-3).-

"Such charge accounts. or credit arrangements are the personal re-
sponsibi1Ity of the employee, and invoices for trensportation'billed to
the, employee may not be'approved fot direct payment'by the University to

agency. The employee must claim reimbursement for:such coats on his
_travel expense account (Form T-3).

Securing of "Transportation at University Expense.

In Bases of long trips-involving sizable transportation costs, and

in other cases where thesecuring of transportation'at the employee's per-

,aonal expense will result in considerable personal financial-inconvenient?,
the employee May arrange through the Business Affairs Office for the secur-

ing .-of the necessary transportation at University expenge. Should this

accommodation be desired, the following procedures must be employed.

1. Approved Travel Authorization Required. When Commercial, trans-

portation at University expense in advance of the official travel is

desired, the employee must present his Approved TrAvel Authorization Form °'

(Form T-18) to the Business Affairs'Qffice and request that arrangements
be made for the securing of the, transportation.
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2. TransportationRequeet Number.: Upon receipt of each such request,
the Treasurer's Office will assign an offic 1 Transportatidn'Aequest

number.. An approvede:travel,agency or transports ComPenY,will,be con-
tacted by.the Business Affair's Office and authorized: to furnlah-the trans -.
portation and-bill,the charges to the University.. The originalbf the
Travel Authorization Form (PormNo. T -l8) will be endorged, ''Transportation:
furnished under Transportation 'Request No. .., Date .11

The traveler. will be notified concerning Which agency,, 'or company is author,
izedo..t furnish the transportation,. and he will then make hisOWn arrange-

'_, ments regarding Schedules,itinetary, delivery of tickets, etc.

3 Billing and Payment. transportation. under authorizeci
Transportation-Requests will be submitted by the travel:agencies or cot-
panies directly to the Treasurer's Office (or appropriate'Division.Busineds:
Office)., which will check, the invoices for compliance with the Transporta-
tion Requests and thin forWard the invoices to the departmtntwhich-. is to
be Chaiged for departmental approval and recording.

4. Tickets' Nonrefundable. Agencies4nd companied issuing trans-
..portationon the University)sfaccount under such Traneportation.ReqUests,

Will stamp:suth'tickete asunonrefUndable." If for 'any reason tickets
secured throughthis procedure-,are not used, the tickets must' je promptly
returned to, theTreasurerte Office in order,.that they may. be. returned to

. the agency or company for credit. totthe University's account..

.

- Retirement Plans For Academic and Administrative Personnel
.

-

Social Security

-a

,,. All full- Jtimefaculty membersare automatically covered under the
provi4ions of the Federal Old Age and Survivors Insurance Program,(Social
Security). Eligibility,is pieeicribed by the terms of a pril'iate contract'.
with the Social Security Administration since the University is not
Dina tically covered by law. No enrollment forms or physical examinations

are necessary. The Universtty and the employee each contribute at_the
rate prescribed by the current. Federal Social Security legislation.

Part-time faculty,are covered'under Social Security if.tkey are
appointed foe'the entire three quarters of the school year and teach six
credit hours each quarter and/or eighteen credit hourslor the total
school year.

.University of Tennessee,Retitement Plans

Retitementbenefits for faculty and\st4ff of The University of
Tennessee are'proVided through two separate retirement plans. Non-7

academic employees are coverediin the Tenneasee ConOlidated Retirement
System,: the' same plan which provides retirement allowanots'Ior state

employees'. Faculty and staff'members, are eligible for the Joint Contri-
bUtpry.Retirement SysteM (TIAA/CREF)if they are. engaged in professional
duties classified as teaching,: library service, public service, research,



1
g

-'.
.

administretiVei or administrative - professional. Specifically excluded:

from membership are the lollowing categories of employees: :

.

,
.. - .

1. Bona fide students (as defined by the. lUniyersity), including.

teaching assistants, graduate assistants, student laboratoryassistante*

and educational interns;

35

2. Visiting or temporary teaching staff of whatayst rank, employed
without a view to continuous duty, except in the case of individuals whci

'..have existing contracts With TIAA/CREF (see "Limited -term Appointments". in

Chapter III, aboYe);.

3. Employees eligible to be covered under e9federalretirement act;

.
4. .:Part-tide'employees who, in the case of teaching fabUlty, are

not considered "regular part,-time." The definitionof eligibility is

currently under study.

Staff members classified as administrative or administrative-pro-
fessional have the option of participation in the Tennessee Consolidated

Retirement System or the Joint Contributory Retirement Systep.

Full details concerning eligibility.for the benefits of these two-

retirement systems may be found in thehandbook, Benefits and Services
Available to Faculty and Staff of The University of Tennessee,. distri-
buted' from the Office of the. President.

3

, '

Compensated Outside `'Services

Each full-time acultx d staff member at The University of.
. ,,,,

Tenneseee accepts a pointent.,r0ith the understanding that hisLprimary
, ,

employment responsibility is tO the University. ,Faculty and staff members

are encouraged to offer pkofessional advice cencerningOdevelopment of
natural resources ofathedtate,,new products, or, new,scientific apparatuses
a d techniques; to cohduet research and.to prepare and4publish"or read
apers concerning,such,redearch; and to serve as officers or es members

f committees of learned and scientific societies. SuCh activities are

not,normally'considered as outside work.

Ordinarl\ly, private business of members of the fAculty and staff,
such as investing oftmoney or the hiring of labor inlrivateundertak-
ings, does not fall within the purview of regulation by the University,
-provided' the business is of such character as not to 9pnstitute a'con-

flict'cif interest of to damage the'prestige,of the University, and provided

such /business entails no loss of time or efficiency in the performance of

University duties.

Occasions may arise When it will be mutually beneficial to the
University and to the faculty or staff. member for the Iotter to accept
remunerative pert,-time employment on or off he campuSIC-This policy
statement estabiiShed-prinCiples which will g de fkculty and staff
members in cases:of this nature. These principles are:`

'45
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J. A,faTulty or's\ taff member who deSires to engage' in work but-

Side regularlyassigned.:duties shall obtain tie citten-consent.and
approval;of,his department head, dean, or other ap$Opriate administrator,

\
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2. Outs de employment shall.not interfere,with full and proper
performance of University duties and shall not in any way conflict witit.
the best inter sts of ThesUniversity of Tennessee. Such employment
should be lira ed in scope and duration and related to the faculty or
staff member's professional interests. The total amount of time expended
by the faculty member on outside activities or pay must not exceed an

aggregate of one day per week.

3. The University-cannot accept legal responsibility for privately
initiated wori. Such responsibility rests on the faculty or staff members.

,4. University equipment, supplies, an clerical or technical ser-
,,-

vice-s may not be used in the furtherance of utside work f' T additional

pay except in highly unusualcaaes and followAng approval 5r, approisriate

administrators and written approval by the appropriate dha oellor, or his
designated representative.' Normally, such ctes will bed handled 'by writ,

"N\_,,,

.,....

ten contract between the faculty or staff memt er and the "ivers ty.

5 o faculty or staff member,of The University of.Tennessee may
use the name of The University of Tennessee go imply support or endorse, .

ment of any outside activity or product.
. ,.

6. A staff member cannot be allmed eto.do extra-w fk for remunera,

tion within the department. or agency by which he is regular mployed
except in unusual circumstances and with app oval of the office of the
appropriate Vice Chancellor. Additional comp sation may be:paid faculty
or staff for work performed for the University over and above basic
salary, when the work is done for a department iil agency' other than.that

which provides primary employment. Such compensation must be .approved
by the office of the appropriate Vice Chancellor:.

7. A staff member on full-time 12-month appointment normally may,
not receive extra cOmpensation for overtime work for the University. Any`,
exception must be approved by the appropriate Vice Chancellor.

The preceding policy statement is not to be interpreted as a ilia-
tation on'the freedom of faculty members when they are not on University
assignment, including the summer term for faculty members on nine-month
employment.

In June,
all campuses.

Speaker ijolicy.

.

1969, the Board of Trustees apPrOyed speaker policy. for
The formal, statement of the approved policy is as follows:

"Th University of Tennessee ciders freedom ,of ihquiry and dis -°
cussion e sential to educational lsdevelopment and recognizes the right of

students o engage in discussion, exchange thought and opinion, and speak
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freely. on any ubject in accord with guarantees of our state\and na

Constitutions. Additionally,'the Universityvendeavors to develop in

student a, ,realization. that citizens not only\have,the right but the

*4'obligati° to inform th Iii elves regarding issues and problems of the day,,

formula stands rega 4ng these, and to give expression to their
views In d charging the e rightsand obligatiims, however, students
must also rec nize their r dponsibilities to other individuils, to the

''University, an .'to the state 'IA nation. The University of Tennessee
takes pride' in the fact that its campus is open to free discussion and
examination of views with the condition that such discusSion be accom-
plished by peaceful methods and under peaceful conditions consistent
with the scholarly nature of an academic community.

'To these ends, recognized student organizations on pus may

freely select, without prior restraints, persons,they wish t invite as

the point of view expressed by speak e a Other than those imposed by-local,
guest speakers for their programs. ere are no restrictions.to control

state, And national laws. Any person 8Ponsored by a recognized campus ---

I
organization is free to speak, but this openness of forum does not rele se
speakers and sponsors from accountability to\campus and civil authoriti s

under University regulations, and local, state, and natiOnal laws; and
does not countenance disruption of the University, injury to person or ,

property, obscene or indecent behavior, or 44ttement to riot as defined

by these regulations. The sponsoring organization shall be responsible
for informing its guest speakers of these restrictions and advising them
that violation of law may resulvin arrest and prosecutibp by appropriate
authorities (and violation of University regulations may result in termi-
nation of the program). Granting of an invitation to a speaker does not

imply approval or sponsorship of his views by the University.

"Any student group inviting a speaker must register with the ap-
propriate campds office the name of the speaker, the date and time of
his appearance, and such pertinent information as'will facilitate adequate
physical preparations and adequate publicity for the event. Officers
and program chairmen of all recognized organizations are advised that
reasonable notice will be necessary to handle requests for facilities and

security.

"The criterion for a negative decision will be a demonstrable in-
ability to make such physical arrangements; the events scheduling pro-
cedure will not be used'as a device for prior restraint of speakers,
When a negative decisionvon a Particular speaker must be made, the spon-
soring organization is free to seek a more suitable date. It shall be
the responsibility of the appropriate campus agency to consider and dis-
pose of procedural complaints.

"The representative of the organizationinviting the speaker shall
at the time of the invitation provide the speaker with a copy of the
University speaker policy and campus regulations.

"In a situation-attended by strong emotional feeling, or,where

her is a past history of violence, obscenity or indecency associated
With a speaker selected by a recognized student organization, the appro-

.
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priate campds.agency, after a finding that such a situation of history

exists, shall prescribe conditions for the'orderIY and scholarlyconddet,

of the speaking event. These'Con4itions. may include limiting the audience
to.the inyitingorganization's membership or to members of the University's

academic community, apicinting:an experienced senior professor to preside

Over the meeting, requiring a statement frOm the officers of the Sponsor-

ingeOrganizetion certifying that they have discussed the appearance of the

speaker' with the senior student affairs officer, authorizing a search of

all persons entering' the arena of the speech,. and such other conditions

as the agency deems advisable.

University,!S'/General Counsel or Assistant General- Counsel should be'tOn,
suited to tehder legal advice to the Student Affairs Officer. ,

by strong em9tinl feeling; irankng Student Affairs Officer should
maylvlolate the law during

ne

his presentation, or if a situation.is

attend the meeting and direit actioA''in the event a violation occurs,. The

"If there appears to be a reasonable posaibility that a speaker

iS recognized that in the area of speaker policy as in otter

areas, the admihistration.h40 no leg0 power to delegate its basicx.

authority and control over,the UniveiSity to any, other persbn or &pup.
\In that connection it is possible that a situation might arise in which

the above described speaker policy might have to be suspended and re=

placed with such action as seems needed and iii accord with state and

federal constitutional principles as applied to the concrete situation

presented. Students representing various points of view, when exercii-

inethe prkilege to invite, outside Speakers to the campus, are expectpd"

to act.as a responsible part of the 4niversity community and to exercise

the privilege with discretion. In that connection, the speaker's policy_
is not to be interpreted to concede any absolute autonomy to the student

sector if a tense situation, arises Which clearly involves matters of

,proper concern to the academic community as a whole"

%

The Trustees also instructed each campus to establish a Campus

Speaker Committee, which shall'isaue invitations to speakets who will

be paid from a,fund allocated frOm student activity fees, and may co-

operate with other University nrganizetOne in thetscheduling of speakers;',

It shall be the respoi4iibility of the Committee to invite speakers who

will insure a balanced speakers program.

"The Campus Spea Committee shall consist of five faculty mem-

bers appointed by the Co ttee on Committees of the-Faculty §enate, the

President of the Student Gov ent Association, President of the'S-dhia.r._

Class, the presidents of five a Aitional student organizations designated

by,the Chancellor, two representatives,of the campus administration-

designated by the Chancellor, and a reptesentativg of the University

system staff designated by. the President. The membership of the Com-

mittee shall be appointed annually."

Policies Re ulatin Admittance to the Cam

In order that the educational functio: Of the University not be

hindered nor disrupted by persons who havet1O4egitimate reason to be on

8



the'CaMpus, and in CO RlianCe with the resolutions o
the following policies have been established:

0

the Board of Trusteea,

1. The campus, buil ings, and facilities of The. University of
Tennessee at Martin shall be \restricted.to students, faculty, staff,
guests*,.and invitees * -* of the\University, except when public events,
such as intercollegiate athletic\conteats, concerts, lectures, and public
meetings, are held an campus, at 'Which times the University shall be.con
sidered open to all persons desirous of attending such events.

2. All University personnel (students, faculty, administration, and
staff) shall provide acceptable identification (T.D. card, fee receipt,
etc.) when requested to do so by Safety and Security Officers or other
University officials designated by the Chancellor. University personnel

who refuse to give acceptable identification shall be subject to.appro-
priate University action..

3. rnvitees'and guests,on the campus of The University of Tennessee
at Martin mast provide identification and/or qualification if requested
to do so by Safety and Security Officers or other University Officials

designated by the Chancellor,. Persons who are unable,or Unwilling to giVe

acceptable identifi ion and/or qualification shall be requested to leave

the campus and they refuse, shall be subject to laWful emoval and

prosecution/

4. Invitees and guests shall observe all University rules and
regulations governing the use of and conduct in University buildings and

grounds. Vi laFion of rules and regulations may result in lawful removal
from the cam prosecution, and withdrawal of visitation,privileges.

5. Campus facilities, such as tennis
A

courts and ball fields, tra-
ditionally used by local citizens for recreational purposes, may continue
to be so used, except as such use may &rnflict with programs and activi-
ties of the University, its, students, faculty, or staff.

6. University students, faculty,' and staff shall be responsible
for observing. and following policies and procedufes regulating the bring-
ing on eamvhs of persons who are not students or staff members of the
University.. Those who fail to.'do so shall be subject to appropriate
action by, the UniversitY.

Publicity and Public Relations

Departmental and personal items of a newsworthy nature s uld be

reported to the!Office of Public Relations for distribution to the news

media of the area. Tndividual faculty members are encovraged to contri-
bute to'the public relations posture of the University in appropriate ways,
such as accepting speaking engagements, participating in worthy civic ac-
tivities, and in general assuming the responsibilities of good community
citizenship.

*Guests are persons invited to the Campus by recognized University
organizations, students, faculty, or staff members for a specific occa-
sion. The host shall,be teopensible for the actions, of his guest or guests.

°
**Invitees'are persons who have official business 9n campus, such as

salesmen, deliverymen, construction workers, students° parents or guardians,

etc.
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CHAPTER IV'

INSTRUCTIONAL AND ACADEMIC POLICIES AND PROtEDURES,

Student-Teacher Relationships.

General Statement

0

Faculty members4 are expected to maintain an effective relationship
with their students, and an appropriate sense of responsibility toward
the subject matter area in which they are teaching. The good instructor
usually helps,create favorable attitudes toward the' University as well
as toward the subject he teaches, and should exemplify. the skills,
knowledge, appreciation, habits, and attitudes he strives to impart.. He
is characterized by a desire to understand the stpdent's background and
viewpoints, by a sympathetic concern for-his p9blems, by .a capacity
and wllingness'to communicate effectively ,with 'the student, and by an
interest in making subject matter meaningful in Irelation to the ptudent's

needs. However, he should not alter the content of his courses to
satisfy the political interests of a segment of his students, nor fOr

the purpose of intellectual indoctrination.

Introduvtion to Courses

. 'At the fiist meeting of the class the instructor should make a de7
libetate attempt'to introduce his course in terms of its contribution to
the general objectives of the Upiversity-and the specific objectives of
the course. The content or topics which will'be studied sho *'ld be Out-
lined generally.anO.the kinds of learning activitiesexpected should be

descNibed in some detail. A bibliography of textbooks and.Published
materials should be provided and the'number and 'nature of reports shpuld
be explained. If notes are expected to bp suhmittedat the end of the
course; this should be stated at the beginning. The means of evaluating
the course should be explained as well as the quality and quantity of
work expected for an averagejrade.

' Student Conduct,

The Student Handbook, published annuallyfi contains s temehts con-

cerning standards of conduct which s
d
u ents are e pected t maintain,

aand discipliner, procedures which m e used when unacceptable student

behavior occurs. Faculty are expected.to encourage acceptab4e conduct
on the'part of students. Some faculty members may be asked to partici-
pate in activities of faculty-student disCiplinary committees.

1
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Faculty.Involvement in'Student Affairs

-7Appropriate faculty members are expectedto serve as sponsors,
advisersi.and chaperons of groups engaged in various extracurricular

activities, Such service is regarded as ,n important part of the tPdi-
vi4ualdIacillty member's contributionvto the institution. All sponsors.

and adviSere of student organizations and activities. should familiarize,

themselves "with policield regarding such organization's and activities and

in cases ofAincertainty should not hesitate to consultt;he'rceof the
Vice/ChanceflOt for Undergraduate 'Life, the Student-Faculty, iganizaeions,
Boad, the Social Policies Committee, or dothee officials orcommittees
concerned with extracurricular activities. ,

Tf

Academic Advising

General Policy

Normally, when a student Is admitted to

.after his:first matriculation, the dean of his

an,acadetic adviser. The advisOiassists the
planning his program of courtes' The 'adviser
a folder containing program worksheets, grade.

and other pertinent information. The.adviser
takes required courses,in proper Sequence.

d.

Some Suggestions:to Academic Advisers

Academic
catalog degree
suggestions to
below:

.

the University or soon
school will t4 14m. .

student each quarter n;,

should keep lot.each il+isee

reports,.program chang00, .

should see that the advisee

advisers should become thoroughly familiar with current

requirements. Most of the schools provide mdnuals of
advisers... 'Some generally ,applicable suggestions are liven

Freshmen and sophomores should register for required low
division courses in their respective curricula before taking many elec-

tives or/upper-divlsion cOurses.. In general, students shoui take very

few 30* and 4000 - courses prior to completion of the:1000- and 2000-
cOurses' whiCh are required in their respective curricula.

. All students are expected to take an English composition 'course

each q aster until.English 1110-20-30 are completed. All exceptions

should be approved by deans of appropriate schools.
m

All students, unless excused for mpdical reasons, prior Mil-

itary ervice, by reason of junior transfer,'or\for, other approved
reaso s (see current catalog), must complete si2 quarters of physical

educe ion, military science., or some combination of thete.

Great care should be observed that prerequisite requirements

for ourses te,be taken later are properly net, and that in cases in

whic two freshMan sequences in a subject are available, students take

the equence needed in theiespecific majors.
k e%
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5.- The normal student load. is 15 to 18 quarter hours..-Students with

.weak academic bac ounds maybe advised to take less than 15 hours.- In

no case should aStu nt ke a load exceeding..- hours; this load should

be allowed only for exceptional reasouis and only if the student has at

least,a B average.

6.* Advisers should be well informed as to :the. basic requirements -

of all,currfcula. 4

1

7. Advisers should be well informed concerning regulations on

regiatrations, adding,and dropping courses, changes in curricula, changes

of advisers, the assignment of grades I, X, WP,' MF,.andpther academic

administrative proceddreS. (See current catalog; memoranda from the

Registrar's Office, etc.)

8. 'Advisers 'should see that their advisees meet speCial graduation

requirements at the proper time. Examples are submission of applications

for senior standing and completion of records for .the Alumni Offine,

9. Advisers should not hesitate to ontacrtileir depattMental

chairmen or appropriate deans in case of difficUlty or uncertainty.

,Registratical

All faculty members re expected to be available to assist in the.

-'orientation and-regisfra On processesondays set aside for these pro-

cesses onthnofficial sch 01 caleddar, Departmental. Olirmen will

assign registration dutie to members.of theit respective departments;'

dlowever, a chairman malre cuse, for justifiable reasons, a given member

from registration duty.

Class Attendance Policy

Class attendance is an integral part of the education,experience;

it is therefore the responsibility of the student to attend class. The

instructor of a'bourse should encourage good, attendance by students. He

may, however, determine his own attendance policy with, the provision

that the pOlicy should be reasonable and applied uniformly to all

students in the course. It should be\explicitly and unambiguously stated

in each clase-at the 'beginning of each\quarter. The Vice Chancellor for

Undergraduate Life and the dean of the appropriate school should be noti-

fied promptly in a case of excessive absences, especially if the absences

are consecutive.
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Grading Policies, and Procedures

Ass ent of Grades

.of work perform

.

marks are used by the faculty to

bir.students;

Superior
-- Above Average

C -- Average
'134,-- Below Average, but Passing

Passing in e:course approved for pass-fail grade. assignments,

4 F'-- Failing
WP :47.Withdrawal.Pessing
WF -7 Withdrawal Failing
X 7- Absent from Final, Passing Otherwise

I -- Incomplete (some course requireients not coldp eted; to denote'

progresS in "self-paced" Courses. extendinga '0 r more than one

quarter "SP" should be used rather than "I")..

E -- Condition (failed final, but in the judgMe4i of the. instructor,

might be able to pass the course if given 'pother final) .

i "SP" and "N"-may'be used to indicate progress o no progress in

couirsed which have been approved extension over more thenone quarter,'

used to denote .progress on thesis or ,passing in a pass-fail

co rse. No credit hours, will be recorded" on the permanent record until-

. su h an extended course is completed; "SP" and rif will not be used in

computing the student's quarterly average. Grades of "X", "f", and "E"

are automaticell Y,Chenged to "F" 'at the eipirationof designated- time

limits. ;

denote the quality

N

More-comprehensive statements regarding the non-credit grades are

given in the, current catalog.

Examinations
2 ,

it is expected hat-final examinations:will be given courses

.except those of such .a nature as to make written examinations inappli-

cable. Final examinations will be'given in accordance with bile schedules

published quarterly. Any exceptions must be approved in advance by the

:Vice Chancellor for Academic Affairs,

Other examinations and tests will be given during the quarter at

\timesAetermined by the instructor. It is expected that enough
n4ions will be given throughout the quarter to- constitute a reasonable
portion of the basis for assigning the overall quarter grade.'

All faculty members are expected to take thorough precautions
against student cheating on examinations, or in any way,allowing the

tegritY of_the examination process to be compromised. Any student

found cheating or -using any unfair or unlawful means for purpose of
deceiving the.person in charge with reference to his work shall be
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6
deemed guilty of a de4io us breach of discipline and.shallte-Xepored'

tdthe Deanof-Students and-to the dean ofThis school.

ReportimR Final Grades

'The deadline for reporting final grades is. normally 24 hours Prom -%

uttoria asked to turn in his
tiler than wait until all

lists must be,returned,in
grad*PiCare to,be returned
on Building: Final grade_

e'folded,iwrinkled,:or
as' possible, and

mk All students whose names appear on a c asa roll must'

the time of final exeminatiOnEach
grades by section as they are complete r.

examinations have been cOmpleted.) Thegra
person and not through the campus mail. Al

to the Records'Office, Room103, Administrat
sheets:are perManent records; they are not to
mutilated in/any way, they should be iade as nea

signed in
have a grade.

General .Policy

. Schedules,

Schedules of elassps are:proposed-in the department concerned and

are approved by-the appropriate-dean approxiMatelTtWo months before the

beginning of the quarter in which the schedule is to'operate Schedules

are coordinated by the Office of the Dean of Admissions and Records and

published well in advance of the opening of each quarter. ,Schedule ,
chphga should be.made by chairmen of departments only after clearaiMP

with the dean oftheschool conceirie&and:withthe Dean of Admissiona'

and Records. Final examination'achedUles are .normally published at the

same time as class, schedules.

Textbooks Ci

c, The teacher or group of teachers who desire to use a. text-
,

should,make recommendation for its adoption to the chairmam/of the de-

partment concerned. The departmental chairman, if he approVes adoption

will file official forms concernin .the ordering of textbooks with the

Manager of theUniversity Bookstor .

Requests for ordering of textbooks.and other instructional supplies

should be made well in advance of dates on which\they will by loeded.

rrieular Changes

.

The process of adding courses to a curriculum and'changing the.re-

qUirements for majors and minors is normally, initiated at the depart-,'

-mental level. The departmental chairman and staff,develop course outlines,

for any desired new courses and prepgre-statements of the needs or de-

,mands to be met by any proposed changes. The recommendation is then._

made to the dean of the school concerned that theA3rOposect changes-be

made. The dean of the schgolwha:may-be-adviadd:by'a.school committee
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in curricula, may approve the proposed changes after consideration of

feaaibility, in terms of staff, rooms, laboratoiies, equipment,,and budget

requirements, and if he finds that proposed changes conform to/OUIebtives

of the schoOl and University and,do'not conWtute an undesira4e dupli-

catiofi or waste ofeffoit. Ha then presentd-a written request'for approva,
/ accompanied by pertinent statements of justification, to the University

Committee on Curricula. This request is. made through the Office of_Ahe

Mice Chancellor for Academic Affairs. The Committee%on Curricula may

approve the eopequested changes, disapprove them, or refer them back to

orthe school department concerned for further study. Matters approved

by the Committee on Curricula are then presented to the.Academic Benati

for action. If approved by this body, they become-legally a part of *le

University offerings, subject to the stipulations,,indicated in the follow-

ing paragraph. ,
+0. /

The addition of new majors and of new degree progr must-be formally

apProve4 b'y the'Board of TrusteeS of thesUniversity and by t Tennessee -4,

Higher Education Commission. 'The actual offering of new .cours is subject

to b Wary arrangements, which are made through the normal budge -making

pr cess.

Library

y- - -
The Paul Meek Library is located hear the southwest co er of the

academic rectangle and houses (in 1974) approximately_157,000 books and

',bound periodicals.- In addition, about 1700 current .periodicals and'15

newspapers are regularly received. The library also receives upon pub-

lication'a-selected list of government documents. The goal for new

acquAsitions is to reach a total of 200,000 volumes by 1978. By 1975 the

ltbraAil will have reclassified all books from the Dewey .to the LibrarY

of Congress classification.

In order to facilitate the use. of the library and to elilUln the

location of materials, a library handbook has, been prepared by the

library staff and is available at the circulation desk'. The library

hours are posted at the-entrance of the building.

°
With the exclptiOn' of reference books, reserve bOoks, and bound

periodicals, books are checked out tostudentslor aperiod of three. .

weeks. Faculty members may check out 'books for an indefinite period;
-but, for, -.the purpose of bringing files up to date, once a year each
faculty member is sent,a list of the books charged to him and asked to

return ,the books .or to,recheck them. New faculty members should identify
themelves to library personnel by means of the faculty identification]

card.

Whefi particular books are to-be:infrequent demand. for a course

faculty members may have theM,Placed on "Reserve." A_ .Reserve Reque4t

-Form As sent to each faculty memb.er two weeks. before theend-of-the
-quarter in order to give ample tide for books to be placed on reserve
,before the beginning of the following quatter. If an inatructor so
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desires, a reserve shelf may be retained four successive quarters, but

unless -such requeat is Made, the books are removed from'reaerve at the

end of each quartOr.

C.1

EaohfaCUlty memberis asked to-assume responsibility for building
and maintaining the 'library collection in his particular subject\field
by ordering those bodks and periodicals Which are necessary for outside

reading and basic reference materials. Departmental drrangements should.

be utilized for securing'order cards from the library and making book

order. requests.

Needs should be anticipated far enough in advance of the date the

aterial id to. beLused, to give time for ordering and'processing. Ord rs

or new_books are sent whenever there is a need.

When books requested by faculty members are ready for circulation,

the Instructor making the recluest is notified by return of the original

requ st c

A special. ollection'of Tennessee, material is housed in the Tennes-
e Room. This collection contains out-of- rint material and is chiefly

or the use of upperclassmen, graduate studen s, and faculty. The matel,

rial?does not circulate.

Microfilm.* microfiche readers are available for use in the Micro-

film Room. Collections of microfilm and microfiche materials are being

rapidly.developed. A 20,000-volume collection' entitled "library of
American Civilization" is available in ultratniciofiche in the Reserve

room. A,variety of materials for use.offaculty and students is avail-

able in the Audio-Visual area of the library. The Paul Meek Library ig

also a select depository foegoVernment documents:

Graduate students and faculty Members may request that material be

secured from other libraries on interlibrary loan. Borrowers should

makethese requests to the Reference Librarian. .



STAFF BENEFITS, OTHER SERVICE'S,.', AND FISCAL POLICIES:RELATTNo TO FACULTY
-

°

0, General Stet

It is the desire Of the University to make aVailable to faculty
members various services and facilities that promote social.,a feeling of socia

well-beink. Complete details regarding staff Wenefits are found in the
handbook,, Benefits and Services Available to Faculty and Staff of The
University of Tennessee, available in'the Office of Personnel Services.
'The following is a presentation of the more important featufes.

%.*

Health, Accident, and Hospitalization Group Insurance Plan

FaCplty members may participate in .a pniversity approved group in-
)

s ranee plan through the Provident We and Accident Insurance Company

of Chattanooga. A full-time faculty member (for this purpose defined as
working 30 hours per week, or f.5%,time) may apply for insurance under
three coverages: (1) the ,basic joint contributory hospitalization, life
insurance and special accident; (2) long-term disability insurance; (3)

optional additional special accident insurance. If the faculty member
desires' coverage under one or more of these three policies, he should
tomplete;,the required aPplication, forms on each iaficy. Application

forms are available at the Personnel Services Office.

A new faculty member is.eligible for coverag6 after completion of
one month of employment, provided applications are properly signed and
processed. 4He will be insnredn the first day of the calendar month
coinciding with or foliOwing completion of one month's service. If ap-

plication forms are not completed for the employee and his dependents
within 60 days -of the date of employment,' they are treated as late'ap-

plicants, and the fallowing rules are applicable as of July 1,.1973.

.1. Evidence of 'insurability (physical) w4.11 be required if any

.of the folioWing conditions exist:

a. EMplayee or spouse is-Hover 40 year's of age

b. tife insurance is $10,000 or more
c. 'CO.Verage has been declined previously for employee

ar,;dependents.

,
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'2. pergons who meet:411 of the:qollowin conditiOnS can be covered
withOut evidence Of insurabilAy-after a waitin period of three months
starting with date Of application. - -T--

a. Employee qt spouse,haandt reached 414 birthday
.b, Life insurance is.ltss than '$111,000
c. Coverage has never Veen deClined for employee or.dependents.

H Those who carry this insurance'paym4ke a changeof'dependency cov-
erage whenever warranted, cancel 'the insurance by giving written notify,-
cation, or convert the basic hospitalization policy when they termina
,active employment with.the University, The Universi pays one-half
rhatotal cost of'the Dasic.Grou 'HospitiAlization Insur a Program
(coVerage fabove)..-

_ -

' Claim blanks are.availahl -at thejFersohnel Services Office. Pre-,
mathums are handled thrOugt4 paY oll dedactiOns,

.Blue Cross coverage is a so, available Tbrrthose desiring its although
(e ,University does [not Thatch the premium payments. information on Blue
oss insurance is diva fable n the Personnel Services Office.

Long Term D sabil ty Insurance

Long-term disability i-urance is also available to fall-time
,

faculty members. This plan irovides monthly payments for sickness up to
five yegrs and for accidents, to age 65. This monthly benefit is depend-
ent upon the basic annual 0mpensation of the faculty member. The bene-
fits under this program sta t on the 91st day of disability.

Comprehensive Gen ral Public Liability Insurance

O

The University carri s this insurance in the event of injury to
non-employees due to negli elate on the part of University employees or de-, )

0

fectiveness. on the part f the University, buildings, campus; or equipment.ao

en's Compensationl

-

Although* the Unive sity was ,formerly covered by Workmen's Compen-
sation Insurance, recent changes in Tennessee law have required that the
University discontioue this coverage, and that benefits for emploYees

. .

inj pd in the line of dutybe paid through the State Board of Claims.
.- a ,

'

In order to take advantage'of such.benefits, accidents must be
teoortedrimmediately: The accident report ,gboulA_bej.n wrIting aq.
should'cmver_al etails relating to the accident. Personnel %

should send r e Personnel Services Office through\the depart-
mental cha



yaiTier of Fees

The following provisions, applicable to the faculty, apPly to waiver

of fees while attending courses within the University.

Feed are not waived for.part,.time instructors.

All fuli-time faculty and staff members. whoare eligible to take
graduate courses offered at Martin may do so with water of fees not to
exceed two courses (six hours) of graduate credit during any quarter in
which they are a member of the faculty.or staff.

Fees for" undergraduate courses may be waived if the undergraduate

course is taken for graduate credit or when the undergraduate2course is
prerequisJite for a graduate course or degree.

Full-time instructors may take up to 15 quarter hours during the
Summer Quarter with waiver of fees, if they are not teaching during the

Summer Quarter and if they are employed ty the Iniversity for the fol-

lowing school year (September.- June).

Any full-time staff member who has been employed for six months or
more may take one undergraduate course (usually three credit hours) each
quarter, with waiver of fees, provided he is academically eligible and

takes thd coUrse on his own' time. The employee must work the re ularly
prescribed 40-hour week during each week in which the course pursued.

Subject to the provisions sta d in the preceding paragraph, an
employee may select from among the coYirses offered at the Martin campus.
Waiver of fees does not apply to non-ciVit courses taken by an emplbyee.

Assistant ofessors an abbve,or those in equivalent administra-

tive ranks, may at nd courses with the approval of"the course instructor.

It is not'necessary o register formally in such cases

Other Regul tions Relating to Waiver; of Fees

,

Spo es and.:Chi n of Full-Time,geculty Members

Spouses and ?ftIldren of full-time faculty members will be
iately classified tor fee purpose as in- state students and 'are not

required to wait one year to meet the in-state residence requirements
for taking courses at any University of Tennessee campus,.6For purposes,
of such classification, a fullTtime. faculty member is definedsas a person

holding an academic appointment with the title of Dean, Department Head,
Profedsor, Associate Professor, Assistant Professor, or Instructor, or
employed on 'a regular full -time basis at an annual salary of $10,000 or-
above..
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Tull-Time Employees of the University Who Resid

,All regular full-time employees!(exelusiv 'of:full-time Student
employees); who maybe claseified as out-ofrst te.retidents for fee .

purposes,may'rebei e a fee- waiver remission 6 fees for the difference

between'OUt-of-ste fees and iOrstafe fees. All, fUll-tiMe employees
taie;,Aof cOurse,takeonethreehour course each guarter'Or Semester for
creak with full remission of:4fees. Full-tiMe employees may also take
Up toSi4 hours graduate credit each quarter Or semester,v4th'full

.

remission of fees..

I

Payment of Dues fn Professional-Organizations

.
Normally the.UniVersity,will'notply the dues of a staff member

for him'tohelong td-A:professional organization. However, exceptions

can be made under the, folloWing CircsMsances:

11 n those feW;c sea where the pro ssionalorganizationidoea
notprovid for institut'onalMemberships an Where membership would
be -Of value, to the Unive sity:, or ,

\
v , . 4 :

2.'Were inatitut offal memberships are:yeri,COstlY and thus'the
MembershiVadVantages Wold. be moat:economically attained if carried:,-

Win the name of a staff:meMber.' ',). ., . -.*

If, in 'the Chancellors opinion, one or both,' f the:,above criteria
apply, and he desires to,havehis campus pay the staff member's diles,rhe:
should certify the dues invoice indicating thereon.thathenasjnVedt,i
gated this organization and indicate the manner in which circumstances

'meet the specified standards. Upon such certification the dues may

be paid::

4.
Staff.may purdhaSe U. S. SaVinga Bonds on a regular basis. under

'a payroll deduction plant. Application'forms are:avai able at the
Personnel Services Office.

,..

The Cookstore,.loCated in the University Center, makes available
to studelits, faculty; and departments required books, supplies; and
Materials. Profits from its operation help finance student Programs at
the Center. A ten percent discount is available to faculty memberWon
purchases of one dollar or mare. In the event an item for departmental
use is not available in the Central Store,, it may be "charged" at :the
Bookstore. .
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Monthly Checks

Checks are placed in campus'mail by the Business Affairs Office the

last day of the mOnth Unless that day, is Satutday or. Sunday, in which

Case checks are-mailed Friday. The check stub list and

serves. as an iMportant.tecord to preserve for tax needs, etc.

Campus Telephone Directories

Telephone directories are available frOm the PBX Operator.

Parking and Traffic Safety

"The,rapid growth of'the UTM Campus, the large-increase in students

and faculty, and tremendous growth of vehicular pOpulation, make neces-:

sary some control and restriction-on movement and parking of cars on

caMpus.

No traffidsafety'and parkingcontroiplan can work wellunleSs

vehicles aretegitteted.- Thereford, all who.Operate.vehicles on campus-

are.tehuired to register their vehicles with the Safety and Security be;,-

partmehp. A Set4Of registration deCals will be provided at a cost of

_$5.00 for- each new faculty member: The decals will be,affixed to the

driver's side of front and rear bumpers: Registration decals for bicycles

maybe purchased for a service fee of-$0.50.

Campus traffic and parking regulations are determined by the UTM

'Parking Authority which is composed of faculty, students, and law en-

forcement officers. A coPy-of these will be furnished at ehe time_ of

vehicle registration.

Your cooperation in the maintenanCe of traffic safety is s racer

solicited.

Use,of University Buildings and Keys

Keys for outside and inner doors of appropriate'buildings will be

_issued to authorized persons by' the Safety and Security Office upon the

completion of hecessary forms and approval of the apptopriate depart-

mental chairman, dean, or diretorc Keys shall,he returned to the Safety

and Security Office when an employee leaves active service of the Uni-

versity or will be absent from campus for an extended aength of time

(for example, a year's'leave of absence).

When receiving keys a faculty member signs a statement agreeing

to abide by the following regulations:

1. To take precautions that no duplicate keys are made from

those issued to him; /1:
6 1
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2. To be responsible, dn entering or leaving a locked building or

area, td.see that any doors unlocked are properly secured;

3. To.assume responsibility for conduct of any and all,persons
whom he may admit, eo a building.

4'
Equal Employment Opportunity

It is a policyof Th University_of Tennessee'at Martin that no
discriminatory.hiring and employment practices be maintained, tha af-

firmative actions be'ta .to insure that qualified and qualifiabl
applicants are employe , and that employees be placed, trained,'upo ded,
prdmotd, and otherwise treated, ,during employment .Without regard to ra e,
creed, color, natiolial origin,ier sex. A formal aff rmative action pla

has been implemented by the Unilersity that provides',grievance procedures

in the event a faculty member feels he.has been the y ctim of discrimi-
\

nation\ Questions concerning this policy should be di ected to the Vice

Chancellor for Academic Affairs, or to the Directorof Personnel Services,

if appropriate.

Purchasing

For purposes of efficiency'in. administration and managetgent, the
responsibilities for, pui'chasing supplies, materials, and.equipment from
outside vendors for all University 4epaftments have beenscentralized in

the Purchasing Department within the Buiness Affairs Office. The assist-

.ance thus rendered is designed to relieve faculty and other personnel of,

most of the details involved in procurent. The University will not
assume responsibility for purcha6es of er than those made through estab..-

lished procedures. The Purchasing Department will receive all bids and

enter into all negotiations with suppliers unless special.arrangements

have been made otherwise.

Steps\necessary to initiate a purchase:

1., A requisition orm is prepared and approved by the dean
budget departmental 'chairman.,

with
2. Original is forwarded to the Business Affairs Office along
copies of anyprevious correspondence related to the proposed.ord

o

3. Requisitions
to $10.00 of more.

are necessary for all items or orders amounting

r.

4. Anticipate needs well in advance. When appl ca b le, time must

be allowed for bids. Suppliers must have time for filling, packing,

and delivery. Experience, has proven that rush orders\are expensive.
Allow a minimum of ten days on smaller items and 30 days or mpre/on
items'requiring bidding. Emergency orders will be handled\in the fastest
possible manner, but from a practical standpoint they are to be avoided

r.
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if at all possible. Special arrangements tof hevary-In& needs and

departmental conditions for orders of leesthan $10.00, y7/111 be de by

the Purchasing Department upon request.. In some cases, standing arders

or blanket orders ate more satfsfactory.'

equipment Inventory Control

The Business Affairs Office ia'reiPonsible'for inventory of all

movable equipment, that is property of te University? All equipment is

to bejdeptified by an'appropriate Uni ersity identification'tag.

. Inventory records indicate ident, fication of the item, cost, source,
date of purchase, department, and lace ion..

Each departient is subject to ve ification of all inventoried
equipment at least once each year. \

Equipment abandoned by a department in moving to new quarters, or
otherwise, becomes general Univers%t property and may be reassigned to

other departments on a need basis by the Business. Affairs. Office.

4
Equipment'no*longer needed by a department is to be reported in

writing, giving complete desdription, to the Business Affairs Office

for disposition. Any income' from the sale of suchtems will be credited

Tio the department.

Identification Cards

expected that each University staff and faculty member secure

an identification card bearing a cc:A.6i photograph and other identifica-

tion information. This card is necessary for Use of the,library and is
useful/in identificatiorr for cashing checks and simirar/purposes. 4 *

ID cards are provided by the Printing and Duplicating Department.

, There is no charge for the original.; a small frai0 is made for replace-

ments. The ID card remains the propertjf the University and is to be
surrende'red upon termination of employment.

Printing and Duplicating Services

Central printing and duplicating facilities are available to all

departm,ents.. Th department is equipped to provide typesetting, offset
printing Zin col rs.as well as black and white, and fast economical copy
service for mo t types of thaterials.

g

A stock of paper supplies, card stock, envelopes, etc., is main-

tained to speed up service. Collating, punching, corner rounding, stitch-
ing, plastic and tape binding, padding and folding equipment is available

to provide added services as needed.
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\
Charges todepartmentsfor printing, d duplicating are. handled on

transfer vouchers and usually are materially less.eipensive than outside

Departments in need of such sCrVices are expected.to"avail them7

selves of services offered by campus facilities whenever possihie.

Physical Plant

The Physical Plant Department serves faculty and students by help-,

ing to keep the University campus neat and orderly'and by keeping huild-

ings and equipment clean, repaired, and in operating condition,at all

times._ The Department has workmen to serve the University in the follow-

ing areas:

Carpentry
Electrical Maintenance
Heating and Air Conditioning
Housekeeping
Painting
Plumbing

The services of these workmen may be obtained by calling the

Physical Plant Office: The regular working hours are from 7:30 a.m. to

4:30 p.m. on week days and from 7:30 a.m. to 12:00 noon on Saturdays.

The office hours are from 8:00 a.m. to 5:00 p.m. on week days.

Requests of emergency (nature should be reported., to the Physical

Plant Office where they will be route to the proper person to be

handled as quickly as possible. Calling for a partiCUlar peison fre

quently delays action on a call. For emergencies outside regular work-

ing hours, call the central heating plant (7501). If the heating plant

is not operating and there is no answer, call the security office (7222).

The person answering at either of these numbers will contact the proper

person' to handle the emergency.

.Other requests such as major repairs, improvements,\alterations,
installation of equipment, etc., should be made by the chairman of the

department or by the pe-rson responsible for the building for which the

request is being made.

Requests for construction of new equipment or any alteration in

buildings should be in writing and accompanied by a\sketch or drawing

showing the dimensions and material to be used% , Physical Plant Person-

nel will make and submit a written estimate with description of the

work to be done. Alterations, improvements and construction of new
eqUipment are normalZy charged to the department requesting the work.

After the department chairman signs estimate authorizing the work, it

is scheduled. This request must be approved by the departmental chair-

man and by the Vice Chancellor for Development. Requests which involve

labor only should be scheduled with the Physical Plant Office at least o

three days inadvance.
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Damaged furniture should be ,set aside-to prevent further/abuse.
Report immediately to the Physical Plant Office.--Requests for purchase

of new equipment must be Made through te departmental chairman.

!For an unusual request pertaining ta\housekeeping service. Which

cannot be handled by the' departmental chairman, the housekeeping super-

visor should be contacted either directly or through the Physical Plant

Office.

\ The Physical Plant Deiiartment needs faculty assistance to receive
cooperation from the student body in such matters as protection and care
of sohool-p-roperiy. In an effort to irotect the finish on walls, doors,
windo s, floors and other surfaces, your cooperation is requested-in
comp ying with the following University rules:

1. No smoking in classrooms.

2. Do not attach notices or other items to doors, windows; or
calls with scotch tape or thumb tacks. Please use bulletin boards.

3. When pictlires, naps or other displays ate to be hung; call

the Physical Plant and request that the work be, done. ,
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